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1S/DIM-71/9
26 July 1971
MEMORANDUM FOR: Records Administration Branch
SUBJECT :  FI Staff Records Control Schedule
Number 70.05.0303

It is requested that the following be added to the disposition
;
instructions for Items 1 a. and 1 b., Items 5 c. and 5 d. and Item 9

of FI Staff Records Control Schedule number 70.05.0303:

Permanent - Transfer to Records Center when no
longer required for current operations or activities.

25X1
Information Services Division
eputy for Information Management
25X1

AFPROV f@ /72/
CIA eoorTs Adminisiration Officer ate
neto e e
/ " GROD? 1 AR

Excluded from aglomatic
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68/300
July 1968
MEMORAKDUM: Chief, Records Administrstion Branch
THROUGH: Chief, wr/mn ,
o5X{ SUBJECE:  Amendment of FI]:|Reeorls
S Control Schedulse
25X1 It is requested that the Recoxds Control

Scheduls No. 70.0602, Item No. 10s disposition instructions
be smended to read as follows: _

Permanent. Destruction not authorized. Retain in
current files area, and when no longer needed transfer to
the Agency Records Center.

25X1

%ﬂchier, 57

Distribution:

Or:ls&l-Addroeuo
1 - DDP/RNO
1 - Records Center

25X1
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FI/D/67-081

14 March 1967

MEMORANDUM FOR: Chief, Records Administration Staff

VIA: Chief, DDP/SG
SUBJECT: Amendment of FI[:]Records Control 25X1
Schedule

It is requested that the F] |Records Control 25X1
Schedule No, 70,0605 04, Item No, 10 disposition
instructions be amended to read as follows:

Permanent, Destruction not authorized, Retain
in current files area, and when no longer needed
transfer to the Records Center,

25X1

Distribution:

Orig, & 1 - Addressee

25X1

APPROVED /_M

Date

cc to ReeCtr _ ) CIA Records Administration Officer
17 iar 67 D

Approved For Release 2005/11/21 :g HHF 8-00487A000400160001-2
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SECRET

FI1/D-66/186
7 April 1966

MEMORANDUM FOR: Chief, Records Administration Staff/DDS

THROUGH: Chief, DDP/SG

SUBJECT: Amendment of FI Records 25X
Control Schedule

It is requested that the F1Il Records Control 25X
Schedule be amended to include the following items:

(1) Schedule Number 70, 0601 03

Item 2. Contains copies of 5x8 documents
25X1 pertaining to|
service., Volume: 9.3 cubic feet./ Retain for —
ten years, then return for review by Chief, CI
Staff,

ransfer to
Records
Center

(2) Schedule Number 70, 0602

Item 11, Contains copies of Intelligence

25X1 . TCNPUL 3Ly - Ter—t0 Records Center
25X1 Volume: 8 cubic feet. / Return to FI_]| one 25X

L.r from date of retirement,
25X1
APPROVgl /) Goe
45ate
CTA Records Administration Officer
& Chief, FI1 25X
Distribution:
Orig & 1 - Addressee
1 - DDP/SG

: Chdde 1

s Zucleded frsm automatic
Goun rading and

deatassificatisn |

SECRET e
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CHEDULE NO.

S
0,0601 O
REGORNS VEUFBPRACHERYG05/11/21 :CIA-RDP78-DOJB:’M"M“"1“""“z. T SRREN =
OFFICE, DIVISION, BRANCH SIGNATUREe
25X1 |
TITLE TR
5x1CS/FI| | 25X 1Spec. Assist. C/FY | 2 April 1959
. :
INT()!‘/I (TITLE, DESCRIPT;(;IIV-,ESAR'R%’ELII;NITSA‘I-AIIV%NINCLUSIVE DATES) (C\l/]gl;gMIET.) DISPOSITION INSTRUCTIONS
Due to extreme sensitivity these records were
not inventoried. This staff however has 10 four
drawer legal size safes, 1 two drawer legal size
‘ safe and 8 five drawer card safes which are used
to store 131.8 cubic feet of various kinds of
records.
67',0’0/ _/(‘C‘ (./’C ;*”{/(’z’«,‘,'ﬁ_*
~ o
‘ — AeEl A L

ZA000400160001.2
an)

FORM NO. ‘39 USE PREVIOUS
1 JAN 56 EDITIONS,
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_ oo " SCHEDULE NoO. ~
: - REQABRN £ K TR QR IBGIEDY0E5/11/21 : CIA-RDP78:00487A000400160001-Z0- 0606 05
CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
i 6\ 25X1 L
CS{FI1 TITLE TE
25X] osghier,[ |- FI 16 April 19595
INToE " (TITLE, DESCRIPT;(;II\;,E SAR'R%'I“}EEIJ?Q,AE}VIO)NINCLUSIVE DATES) (c\zlzglngFET. ) ) DISPOSITION INSTRUCTIONS
1. -~ Privacy Cables
Contains copies of privacy cables held for .8 Temporary. Destroy after 1 year. Cut off -
ﬁonvenience of reference. Filed by incoming and files at end of easch calendar year and destroy
‘ utgoing number by station and date. 1 year thereafter.
(1957-1959)
2. -~ Miscellaneous Cable Files
Contains copies of incoming and outgoing opera- R Temporary. Destroy after one year. Cut off
1 tional,/ files at the end of each calendar year and
" Hela Tor— destroy one year thereafter.

fonvenience of reference., Filed by incoming and
butgoing number by stetion and date.
(1957-1959)

3. A - Country Subject File

Formonarit: D.iaposal malaulhoriged .
Consists of selected copies of complete messages | 4.7 #xﬁ@w;ey—e:ﬁer—s—years-—mp
ps well as message extracts typed on FPorm Lhd. The H;e'mme&eﬂéﬁf—yem‘ﬂ—am

form also contains the message symbol and date, in

. pome cases the number; the city of origin and receipt; feo—in-the—eut-eff Pile, during—the TeTention

pnd the subject. The file is used for research, 3 : (()
leveloping operational leads and for Green List Name EM:&, E}iﬁ AR wfm Mab—r

Checks. Eight or more copies are prepared and filed
fn various parts of the file. One part of the file whon, me— ”kaﬁzrf

is held alphabetically by name and another part is -
set up by country. Within each country file there )
e "/&TET P

Ls a point to point file and a subjectively arranged

File. 25X1
(1957-1959)

R
’\‘*@rn T
: ia’ G .
ASANRZANADAONACOANDA
- CVIACRDF 7 0=UUS 0T ARUUUSUTTOUY U=
FORM NO. 139 use rrevious Approved For Release 200571721

ta)
1 JAN s¢ EDITIONS.,
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OFFICE, DIVISION CODE NO. OF PAGES
VITAL RECORDS DEPOSIT SCHEDULE s FIl ] 1 0F1 25
I Y Bty 1966
LYOFFICE. DIVISION SIENATIUGE oF XPPROVING OFF | ColAl 2
1 DDP - FI| | . |25
o (,ﬁ,,‘i,'Tﬁ‘f,cFiﬁ‘;??Ef a',fﬂ:lf;ffe“ﬁns) MEDIA OF DEPOSIT .,; oF DEPOSIT DISPOSITION INSTRUCTIONS -
CATEGORY II X
v .
5 Cards Annually Return to FI 25
. upon receipt ol up-
dated cards.
7 Paper Annbally File will be reuis
annually by FI 25
/
7 Paper Annually File will be reviewed
25X 1 annually by FI|:| 25
S
7 Paper Annually File will be reui
. : ammually by FIL 25
/
7 Paper Annually File will be 1|
' annually by FI| 25
g o 196
7 Magnetic Tape fmmueadly R n to FI 25
7 upon re
,/ _ €d tape.
| 25X1
7 Index Cards File - = =ory 3 Years |Return to FI[ ] b5
Contains 35-mm microfilm reels of 3x5 ca -~ Biog Sect upon re-
which are used in rugning Green List Kamg ceipt of up-dated
Checks. APPROVER: Date microfilm reels.
m RO —T

FORM 08SOLETE PREVIOUS )
ORM 829 fainiems. Approved For Release 2005/11/21 s p@ReRDP78-00487 A00040046805 4 r2orc (an
. downgrading and
declassification .
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FI/D/66-19
14 January 1966

MEMORANDUM FOR: Chief, Records Administration Staff

Chief, DDP/SG

Amendment of FI Records Control Schedule

It is requested that the FIJ ecords Control Schedule
No. 70.0602, Ttem No. 9 disposition instructions be amended to read
as follows:

Permanent. Destruction not authorized. Retain in current files
area, and when no longer needed transfer to the Records Center.

Chier, F1f

Distribution:

Original & 2 - addressee
1 - DDP/S

25X1 - c/?é |

25X1 - FI |

25X1 7/V/(é\

APPROY, e

EIA Hecords Administration Offfcer

N T

Approved For Release 2005/11/21 : CIA-RDP78-00487A00040016000/13 %
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DR-1700-64
19 August 1964

MEMORANDUM FOR: CIA Records Administration Officer
DD/P Records Management Officer
Chief, Archives and Records Center

SUBJECT: Amendment of FI Records Control Schedule

1. It is requested that Schedule No. 70.060603, Item
#9 be amended to bear the additional sub-item, as follows:

9.a. IBM cards and magnetic tape used to prepare
above listings.) Transfer to Records Center %
to be held until new consolidated listing '
is published. DISPOSITION: Destroy older
cards and tapes when current data is received.

2., This office appreciates the assistance provided in
permitting retirement of ex1st1ng materlal prior to approval
of the above amendment.

25X1
S —
/ Pl 1 |
. 25Xt

APPROVED; ALSROVE]
25X T i cer
25X1 \ ChieT, FI

Distribution:

Original & 1 - CIA Records Admin, Officer
25X1 (Attn: . 604-

1016 1I6th Street)
1 - DD/P SG (Rm. 3 C-19)
1l - Records Center

GROUP 1
Excludod from automatic

Approved For Release 2005/QE@E@‘A-RDP?S-OMS?AOOMOO1600l£1 -2 raing and
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25X1

25X1

25x1’
|
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DR 262-63

& Febraary 1963
MEMORANDUM FOR: Chief, £E Division
SUBJECT: Transfer of Records Custody

25X 1 I¥em)| ormation avallabls In Division [ at that tme and
amounted to fifty-six (56) cublc feet, contaising approximately 336, 000
cards. The Records Center Job Number is 6@«3&?, and the material

25X1 wae x:;ixaﬁ under the FI[  Records Gontrol Sehedule No. 70. 0605 04,
fters 15 <,

25X1 Ze FD&: o reason why the above material cannot be transferred
te EE Divislon as of 1 April 1963, I you are in agreement, it would be
appreciated i your concurrence were indicated below, and m@m aﬁ tkiﬁ
memorandum were forwarded as authorization for ttm beanafe

L5/

25X1

N

5X1

Deputy/ Plans & Policy, Fif

CONCUR:

Chief, EX Divizion
Distribution: :
Orig & 1 - Addressee (Original for return to F1/D)

25X1 1
or sm% Office

i~

i-~C/FI
25X11 = F |

i - FI

1 -,
25X1FI,

Approved For Release 2005/11/21 CIA- RDP78 00487A000400160001-2
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15 January 1963

MEMORANDUM FOR: DD/P RMO

CIA Records Administration Officer
Chief, Archives and Records Center

SUBJECT: Amendment of FI[:]Records Control
Schedule.

1. It is requested that Item No. 7 of the
25X1 F]__ Records Control Schedule, Number 70.0606 0l be
changed to read as it appears in the attached copies
of Form 139. It is also requested that Number
70.0602, Item 8, be changed per attached. These
copies should be substituted for the corresponding
25X1 pages of the FI[ |Records Control Schedule.

2. It would be appreciated if the approved
25X1 copies for FI could be returned promptly, since
pending dispoSition action on these items are
resulting in a space problem.

25X1

//' FI 7

Attachment:
Form 139 (3 copies)

APPROVEp:

25X1°

25X ?Xec off., FIl

Excladed from autamatic
downgrading and

l GROUF 1 i
Approved For Release 20OSS?E@?{E‘FIA-RDP78-00487A000400160 Qi splussitintor




HEDULE NO.

RECORDD\Crh TROIRSeASSUR005/11/21 CIA-FS)EﬁR 7A000460 1660 -5
CONCURRENCE

OFFICE, DIV BRANCH 2
25X1 EBVFI‘ T
N 25Kk1d  F "~ 30-July 1962 2

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLus;:E\ngES) (CuBIC FT.) D'Sposlj)"q/TLSTRUCT'ONS _

Destroy after aﬁstracting
. Retire to Records Center

BI=5=FBY

OT

OT

4, NEA - Internal Traffic File 8.0 gemporary.
Contains copies of traffic dealing wi
internal matters, Used for research an
for Green List Name Checks, Much of this

material has not been abstracted for in-
" clusion into item 3 above, Due to the
arrangement of the material this is con-
sidered to be unique file, Filed by
country, symbol, number and date.

orary, Cut off at end of each

(1957-1959) /
5. Files Identification, {:;>(\ //j;: 8.0
calendar year; hold for one year, then

to Records Center for destruct-
25X1 ion one\year thereafter,

__TR2=Sw=1¥65-

provides a ready source reference on ab-
stracted data, as well as on topical sub-
jects., Arranged by country, symbol, num-

. ber and date,

(1959 - current)

6,
25X1 11.0 Tempor . 6 months and dsstroy.
Cut offl fN\lés at the end of six months
Green List Name Checks, Abstracted for and deskrox 6 months thereafter,
item 3 above, Filed by country, symbol,
number and date, (1956-1959)
pg 198
25X1 b I
APPROVE
m%f
\ _ UChiet, ReAppeovedFprRetease2005/11/21 : CIA-RDP78-§04

FORM NO. USE PREVIOUS
41
\ 1 JAN 56 139 EDITIONS. : ) ) ___ta1)




ITEM NO. FILES IDENTIFICATION I VOLUME DISPOSITION INSTRUCTIONS
] Approved For Release 2005/11/21.: CIA-W%EP487AOOO400160001-2
¥

. ﬂi" L. | BEA - Internal Traffic File e

Contains coples of traffic detling with internt 8.0 Temporary. Destroy after abstracting for item

al matters. Used for research and for Green List 3. Retire to Records Center now.
Name Checks. s material has not been
abstracted for on into item 3 above. Due

to the arrang ‘of the material this is con-

symbol, X o s
1 (1957-1959) 7 \}Jb

]
X /{0 Temporary. Hold 1 year and destroy. Cut off
25X1 at end of each calendar year and destroy one
ChecksY Abstracted for item 3.[ . \WPlled by year thereafter.
country,\gymbol, number and da
’ 956-1959)
6.
25X1 11.0 Temporary. Hold 6 months and destroy. Cut
off files at the end of six months and destroy
Checks. Abstracted for item 3. sbove. Filed by G months thereafter.
country, symbol, n r and date.
\ (1956-1959)
T. NEA - Reference Files h\
. Contains ‘gélected copiesh\of OCI Handbooks, k.o Temporary. Destroyed when cbsolete or no
N.I.E. etc. held for conveni nce of reference. longer needed. Review annually.
Filed by subject.
Vi (Current)

N

4

p
8. WE Country File

e
/Contains copies of special intelﬁence reports, 4.0 Temporary. Destroy when obsolete or no longer
gollateral reports, various publications of inter+ needed. Review annuslly.
/est and limited correspondence. Held for conven=-
/ ience of reference. Filed by country and\subject]

to include a file for requirements and OCI bopks.
-RDP78-00487A000400160001-2

FORM NO. Isga USE PREVIOUS

1 JAN 88 EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET Y




ITEM NO. FILES IDENTIF ICATION _ VOLUME DISPOSLTION INSTRUCT IONS
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o

) ;" 17 .

special intelligence held . Temporary. Destroy when no longer needed.
e by the various consumers Review annually.

Contains operationy¥ ceble reports snd Temporary. Destroy after 10 years. Cut off
equivalent special 1ligence reports which at end of each calendar year and retire to;
have been dissen the Commmity and Records Center 1 year thereafter.

OCI. Meld for fonveniencdy of reference by 94

Area Divigiom8 and CCI. 1
v (1957-1!

\\W//

b
4

Approved Eor Release 20054121 : CIA.BDRY8:00487A000400460004-2
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DR-036-62

16 August 1962

MEMORANDUM FOR: DD/P RMO
CIA Records Administration Officer
Chief, Archives and Records Center

SUBJECT: Amendment of FI Records Control
Schedule

1. It is requested that Item No, 6 of the
FI _|Records Control Schedule Number 70.0606 05
be changed to read as it appears in the attached
copies of Form 139, These copies should be sub-
stituted for the corresponding pages of the FI
Records Control Schedule,

25X1

2. It would be appreciated if the approved
copy for FI Jcould be returned as soon as possible
25X1 since pending disposition action on this item is
now resulting in a space problenm,

25X1
/V FI
Attachment:
Form 139 (4 copies)
APPROVEDA
25X1
25X1 '/Pépu hief, FI
‘/ .
i cROUP 1
Excludad from autamatic
downgradin; and
||_|_EG| L declassification

Approved For Release 2005@%@&E§IA-RDP78-00 1-2
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“’Iﬂ ‘\‘\.;)_;U

7 December 1961

M EMORANDUM FOR: DDP/RMO

SUBJECT: Revision of FII Reco rds Control
Schedule

1. It is requested that the following changes be made in the
25%x1 FI Records Control Schedule. These changes were occasioned
when it became evident that certain records, recently forwarded to
the Rec ords Center, wer e not adequ ately cover ed in the existing

schedule.
a. Control No. 70.0605 02
Item 4, 'ldentity A Project History File"
25X1

(2) Change the Volume from 4 to 20 cubic feet.
(3) Disposition Instructi ons remain the same.

b. Control No. 70.0605 02
Item 24a, ''Telephone Material Log"

(1) Am end the File Desc ription by adding the sentence:
"Includes 3 x 5 card file on C able Pair Numbers which
ser ve as Index to material in Job No. 59-S-477."

(2} Change the Volume from 1 to 10 cubic feet.
(3) Dis position Instructi ons remain the same,

c. Control No. 70.0605 03
Item 2, '"New Projects"

(1} Amend the File Desc ription by adding the sentence:

Approved For Release 20(8{:&16 "@FA RDP78-00487A000400160001-2
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"Includes tr anscripts of

(2) Volume remains the same.

(3y Dispos ition Instructions should be changed to read:
"Retir e to Rec ords Center when inactive, ' instead of
indefinite retention in current files area.

2. It would be appr eciated if necess ary action on the above
revisions are eff ected as soon as pos sible. The reason for request-
ing such expedite action is to permit the early acces sioning of thirty-
two cubic feet of material covered by these changes now being held at

the Records Center.

7

APPROVED: B v
25X
25X1 Deputy Chiel, }:‘1|_|
25X1
. s e /76
TR0V _
- Tete

S SRR TR Al Sk ¥ v 4

Chief, Kecoras 1Maaltgziach

[ A
[ 4/ ‘f/ / | 25X1

/ '- c @ ‘7L@ | Tt |, Lol j -

/- ec + FI o

25X1 el
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
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copy -

7 Novemnbar 1960
25X IMEMORANDUM FOR: FI[ | , e

SUBIECST: Revision of Records Cmtrol Schedule |

2 5)(% EFEALNCE FIl:me'ncrandum. 17T Oetober 1%9,

"dINg 3u )&C&

25X1 1. \..hanges in the F] Records Coutrol Schadule are’
ag foliowe: ‘ ;

v chedule No. 70,0601 0i
Delete Itera 5
Schedule Mo, 70.0601 02
v Item 1 - Tra;isx’er to 79,0002 -—t»t:f«w: §i
"‘; Item & - Transfer to 70,0602 — \ILW ifg I . ’
v
vV Ttem 3 . Change dates in Files Icientix‘icuti;n to read

"1950-1960", Change Uisposition Instructivn te read
"Permauent, Destruction not authorized., Retain in

current files area.’ 'f"“ e }i‘:t 70,0681 0/ 49 « é é
New files to ba iduntified:
75'3&5{’0\/5"(1) tpecial Program Policy File - tL;Y)r? 6/
Contains inter- and intra-Agency policy memoranda
and staff studiss, establishing a special program for
25X1  which ¥ Jis responsible. :

1.0 cubic &',

Permaaent. Lestruction uot authorized. Retain in
current {iles arvea. Ve

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
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~ BEST COPY .

AVAILABLE
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/' (<) Statien by Station File — Jeom = 5/

Cantains -Special Intelligence privacy cebles and
dispatches, cemmand channel cables and dispatchas,
inter- and intra-Agency memoranda concerned with
the conduct of the Special Program Poiicy File,

© 3.0 cubic ¥t : S

@ . Temporary. Jestroy when sbsolete. Review biinnuallyol
v (3) Subject File — u‘tlvy} 5 {{(

: v
Containe Special Intelligence privacy cablas and
dispatches, comimard channel cables and dispatches,
inter- and intra-Agency memoranda regarding one
pariicular country, Couteins sslected reference
material and studies.

4,0 cubic F't.
1 emporary, Uestroy whee cbsclete. KReview biannually.
Schedule No, 70,3801 07 _ “l;),ﬂ il ‘

v

Iter l.c, - Travsfer to 70.3606 (1. JChange last LG
sentence in Files ldentitication to read: "Xiled by date, "

&Cbﬁdul! NOQ ?00 0‘904
In addition to the identifying data now appearinrg under

Files Identificaiion, the fallowing should be insert .
as [ten: I : s T

#

wperational Files

Contain¢ correspondence and background dats on
prospective target installaticas and personalities; -
Folders filed Ly country and city, File alse centains

folders of nrojects currently in progress,

15,0 cublec Tt

Approved For Release 2005/11/21: CIA-RDP78-00487A000400160001-2




s ‘ Sche C&“)—c Fier, i%’:.fif}(}ﬁ Cl
4 o ;o J . .
CTrelete Liemns 3, 3, aad &, , on
‘/ Rem 7 - Under disposition m,fruchona'\mw-rat
asi £

wipd-trthe last sentence to v .{_yh ate /(.:T:E

ihis le, weddns L) A
a/Wd fran Leer) -‘u/rfj‘&— Iy
adyte No. 70,0606 02 WW
\/Itenm 3, 5, aun 5 transfer to 70, 00’36 «\J"‘JI’}M"

L

v Delate fiems 10, 11, 13, 14, and 16. 13
N o ] A
Schadule Ne. 70,0006 03 ' L
. ‘/ Itear 1. », ¢, and ¢ - Lhange dispasition instructions to

reaa: ‘Irermancnt. IHowaver, when two Gr more of
‘these cavids are detormined to be on the aa.me subject -
tae duplicate cards should be desircyed,

Mew Fils to be identified:

25X1 v

1.0 cubic 5t
Teaiporary., Review atrnually for destruction,
/ Delete Item 3 and 5.
Schedule No. 70,5006 05 | .

V'  ltem 15 - Uhange the last sentence under iiles identifica~
fiom to read: 'Filed by Area intecesit,”’

Approved For Release 2005/1 112%5:)6,
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25 September 1961

MEMORANDUM FOR: DDP/RMO

SUBJECT: Revision of FI Records Control Schedule

1, As a result of a recent transfer of material to the Records
Center, this office was questioned regarding the scheduled authority
cited., Investigation revealed that a copy of the attached memorandum,
listing certain changes, had not been received in the Records Center,
Since our files do not indicate that the above mentioned memorandum
was forwarded to your office, we can only conclude that it has never
been completely processed.

2. Accordingly, it would be appreciated if you would take neces-
sary action on the attached, even at this late date., Our understanding
of the procedure involved is that your office will forward these changes,
if they meet with your approval, to the Agency Records Management
25X Pfficer. | in turn, will transmit the changes to the Records
Center so that required amendments of the FI|:|Records Control
Schedule can be effected. .

25X1 3. Please contact should any question
arise on the above matter;

25X1

/ "Chief, FI

1 Attachment:
as stated

Approved For Release 200§1TI@‘B EII'-RDP78-00487A0004001 60001-2
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COPY

7 November 1960

25X1 MEMORANDUM FOR: FI

SUBJECT: Revision of Records Control Schedule

25X1REFERENCE: Fq:|memorandum, 17 October 1960,
) same subject

25X1 1. Changes in the FI Records Control Schedule are
as follows:

Schedule No. 70,0601 01

Delete Item 5

Schedule No, 70.0601 02

e
A3 (’
Item 1 - Transfer to 70.0602- "‘I?/M i

Item 2 - Transfer to 70.0602’@VV1 16

Item 3 = Change dates in Files Identification to read ufy,w -
"1950-1960', Change Disposition Instruction to read { (
"Permanent, Destruction not authorized. Retain in

current files area, "

New files to be identified: - :
- '
(1) Special Program Policy File = C/Iﬁ/’fﬁ Lf
Contains inter~ and inéra-Agency policy memoranda

and staff studies, establishing a special program for
25X1 which FI[ |is responsible.,

1,0 cubic Ft.

Permanent., Destruction not authorized. Retain in
current files area.

e R
Approved For Release ZBWSJWQLérCIA-RDP78-00487A000400160001-2
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o ¥ SECRET

(2) Station by Station File —@m’\ 19

Contains Special Intelligence privacy cables and
dispatches, command channel cables and dispatches,
inter- and intra-Agency memoranda concerned with
the conduct of the Special Program Policy File,

3.0 cubic Ft.
Temporary., Destroy when obsolete. Review biannually.

(3) Subject File —‘JJVYV\ /13

Contains Special Intelligence privacy cables and
dispatches, command channel cables and dispatches,
inter- and intra-Agency memoranda regarding one
particular country, Contains selected reference
material and studies.,

4,0 cubic Ft.
Temporary, Destroy when obsolete, Review biannually,

Schedule No. 70,0601 07 T I
_den

Item l,c. - Transfer to 70,0606 01, Change last
sentence in Files Identification to read: "Filed by date."

Schedule No. 70,0604
In addition to the identifying data now appearing under
Files Identification, the following should be inserted
as Item 1:
Operational Files

Contains correspondence and background data on
25X1

15,0 cubic Ft,

2

SECRET .
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U

Permanent, Destruction not authorized., Retain
indefinitely in current files area,

Schedule No. 70,0606 01

{ f =¥ 4,.,(4?
Delete Items 3, 5, and 8, {9. M@V’VW

Item 7 - Under disposition instructions change the first ?

word in the last sentence to read: "Dup icate copw of .t
this file Lep 4 25X
M ‘Ld Q (D -"H’

Schedule No, 70,0606 02

Items 3, 8, and 9 transfer to 70,0606 03 “M EY 33 ILf

Delete Items 10, 11, 13, 14, and 15,

Schedule No, 70,0606 03

Item 1. b, ¢, and e - Change disposition instructions to
read: '"Permanent. However, when two or more of
these cards are determined to be on the same subject
the duplicate cards should be destroyed, "

New File to be identified:

[N

she £

25X1

1.0 cubic Ft.
Temporary. Review annually for destruction,
Delete Item 3 and 5.

Schedule No. 70,0606 05

Item 15 - Change the last sentence under files identifica-
tion to read: '"Filed by Area interest,"

25X1

Chief, FI| 25X

by

Approved For Release fﬁéﬁ#f‘lM@TCIA-RDP?S-OMS?AOOMOO160001-2
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14 April 1960

MEMORANDUM FOR: Chief, Records Management Staff
Attn: 25X1

SUBJECT ¢ Change in Disposition Instructions -
Records Control Schedule

1, It is requested that the disposition instructions
for the following schedule number and item numbers,
Records Control Schedule, FI/!:' be changed to 25X1
read; “Permanent. Destruction not authorized. Retire
to Records Center at once." The purpose of this change

is to provide additional file space in the area where
these records are being held.

Schedule No. T0.0601 O7

Item No. 2a
3a
L
25X1
Record
FI | 25X1
CONCUR:
251 25X APPROVED: oz
25X1 Chief, FI] |
25X1 Chief, Records Management Staff
. LS 7 o
mzhief, FJ Staff _ ot 7 ve
25X1
25X1 __ FI|
25X1
DDP/RMO S .
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25 August 1959

DD/P Records Management Officer

Chief, Records Mensgement Staff

FI Records Control Schednle

1. The atteched Records Control Schedule (TAB A) for the
FI Staif has been reviewed by the Records Mansgement Staff, In
general, the record serles appear to be sdequetely ldentified
and descrlbed and disposition instructions are cavefully stated.

2. I sgree with the disposition instructions proposed in the
schednle for 312 of the 371 itens and action on the spproved
items may be taken at any time. The remaining 59 items will require
further evaluation by the Records lanagement Staff becsuse:

a. BRetention periods for similar items vary considerxsbly
in some instances.

b. The description of some items is inadequate. for
Proper evalwtion.

c. Disposition instructions are incomplete and difficult
to accomplish in some instences.

d. OSome items appear t0 have greater retention value
than those stated in the schedule.

3. The items which reguire further evalusation are shown on
TAB B. The best way to contimue evaluation on these items is to
discuss them with the persons who prepared the schedules. In some
instances, it may be necessary to see examples of the records
described. I will be glad to proceed along this line at your
convenience.

L. I consider the FI Schedule to be a most significant one
for the entire Agency, and, in particular, the DD/P ares. I am
" quite anxious, therefore, to assist in any wey possible to get it
in opevation.

2. The persons who prepared this schedule are to be commended
for the efforts which they have made in their first attempt to
develop such & significant and comprehensive Records €pntrol Schedule.

Distribution: 25X1
Orig -~ Addressee

Approved For Release 26’05f11,l
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TAB B
Ttems in FI Sc}maule Requiring Mhez*
Evaluation

Schedule No. ‘ Item No. .

0,02 - 3,

70.03 - . C

70.0401 - : . 2, 3, 8, 1h, 15, 16, 25 ==
'?300&'02 . l’ 2, h‘, 6b

70,0403 : 8, 10, 12, 13; ‘14, 15, 16, 17, 19
70,0404, ' _ ' 1, 2,00; 11, 12, 15
00501 . o 6

' 70.050203 | 1, 2

T0.050205 ' T

70.050301 - - 2, 6

70.050302 | 2

734050303 _ ' 6
. 70,05030k . _ 2

70050305 1, 2, 11, 12, 19
70060105 : 1,3

70.060106 . : 1

70,0602 ‘ A N

70060501 : - 1 .

70..060504 o 1, 5, 6

70 ,060601 , 2

701660603 . . ) l, '2’ 3’ 6

Seoper -,

<
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RECORDS DISPOSITION AUTHORITY

Records Control Schedule {No. 70-59) for

the Foreign Intelligence Staff of the DD/P is

ap:_:rovei and authority hersby given to implement I

‘ the disposition instructions cam:,ained therein.
Ro portion of this schedule will be pagsed or

divulged outside of the Agency or to other Agency ' .

components without permission of the DD/P.

Review:
Approved: ¥ o

2541

- C5 Records Menagement OFPicer

~— T
25_August 1959
Date

Date

A”‘

27 August 1959
Date

*  BSee Memo of 25 August 1959 to DDP/RMO, noting certain exceptions.
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RECORDS CONTROL SCHEDULE No. T0.0Le59

FI « OfPice of the Chief
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. QITA R el scHEDULE NO.
A a i
= REBBPSVEQFROR RS WoR5/11/21 : CIA-RDP7S.604R7A000400160001.2 CZ:(;UCI)KJI;ERE
OFFICE., DIVISION, BRANCH . SIGNATURE
c/F1 25X
TITLE DATE
. secretary to DC/FI . 23 April 1959

'NToE.M (TITLE, DESCRIPT;-OIIIV-,E SAR‘REIEVT;EEN'E,AEIIV?)NINCLUSIVE DATES) (c\{;glngI«'Er. ) " DISPOSITION INSTRUCTIONS -

1. Limited Distribution Ceble File 2.0 Temporary. Destroy within 3 months.
Conslsts of copiles of linmdited distribution . s

25X1 cables, i.c. |
Filed by In" and “OUT" number. )

) {Last. 2 - 3 mos. of currenmt yr.) . o

2. Cable File 2.0 Temporary. Destroy within 3 months.

Copies of cobles which do not bear restrictive :
indicators (1tem 1)
Piled by “In" and"Out® number.

(Zast 3 mos. of cwrrent year)

3. Reference Publications - ok Temporary. Destroy vhen superseded,
Clagsified reference publications, including rescinded or no longer needed.

Hondbooks, Monuels and Specisl Reports.

4. Subject Files: k.3 Permanent. Cut off st end of each calendar
Consists of memorands and other documents year. Trensfer to the Records Center one
pertaining to administration of the activities year thereafter. (Bring forward mater
of this staff. Includes 21l "In" and "Out” needed for current reference.) :
correspondence handled at this level and

. coples of 2ll “Out” correspondence prenared by

- suborlinate components for the siznature of
the Chief or his Deputy. Filed by subject
under & Devcy-Decimsl System. (1952 -59)

5. | Curomo File .6 | Permanent. File by Subject within 3 mos.
fubject ©ile materisl (Ttem 4) held in chrono- and hold for disposition as provided in Item 4.
logical scquence for 2 - 3 mos. and then filed
by Subject. (1958 -59)

Approved-For-Retease-2006/4-H24--CHA RDR7$-00487A000400460004-2
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¢ |ITEM NO. : FILES IDENTIFICATION VOLUME . DISPOSITION INSTRUCTIONS
;,;— Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2

25X{1 6. | Cnrono File ;c@us of correspondence| .1 | Temparery. Destroy
prepared by & Tormer IC/FI. (1953 -54)

Te Extra Coyy File - 3 Tewmporary. Destroy within one year of
Bxtra copies of all correspomdence prepared preparation
by DC/FI. Fikd chromologically. . )
8. Superseded Calendsrs of DU of FI. .3 Tezporary. Destroy upon reassignment of
the incumbent. R
9. Used Steno lote Books. | .3 Temporary. Destroy within one yeer.
~ 10. Agency and CS Regulations and Rotices 2,0 | Temporary. Destroy when superseded, rescinded
or no longer needed. -

11. Card Phone Index 1 Temporary. Destroy when no longer needed.
315 cords bearing the telephoue mumbers OF
persons contacted by the Chief snd DC/FI

12. Document Recelpts 1 Temporary. Destroy after two years.
13. Projects log. 1 Temporary. Destroy one year after ell entries
A listing of projects with the date forverded| . on the page have-been completed.

to DDCI Por signature and the date of return.
Chronological 1listing in & 5x8 notebook.

(195 -59)
14, Secret and Confidential Log. © ok Temporery. Destroy after one year.
A chronological listing of documents reeeived
. and forwerded.
15. s Iog .1 Temporery. Disposition not suthorized.
ﬁlu'onclo?cal 1listing (cards for current Return to Records Center when no longer needed.
material

of TS documents reccived and forwarded.

, R
R s b & e B

__Approved For Release 2005/11/21 - CI1A.RDP78.00487A000400460864~2
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CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATURE
Bloise K. Page
C3/FIfSoecial fssistant to Chicf, FI : TiTie oATE ]
Spec. Assligt. G/FL
ITEM FILES IDENTIFICATION .
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (C\{IgII-(L:JM;T.) DISPOSITION INSTRUCTIONS :
1. lActive Projuct Flles ) 5
%) .
P5X1
a. Reference Materlals Temporary. Destroy when no longer needed.
b. Ageai Piico Permenent. Reguest FID Lo assign 201 nunbers
and rebtire to RID within cne year after the
. agents contract lo concluded.
2.
‘ ontoing reswes and some corvespondence reloted -5 Tenporat
1 o abou | | Oniy coordinated
by thlc TIT5T. e n Avea Division. It
iz antleipeted that la‘aer some corvespondence with
the Avea Divis“ons end agents will be originated
ot this level Por the vpurpose of fuinlshing leads
and meliieg follow-ups. Some intell’gence will be
received and disseminated by this ¢ "‘z le¢. New file) .
(-1559)
a. Deswes Destroy as superseded.
Canat
L..lu.ldb
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{TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
o P - Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
2. b. Correspondence " | Destruy aPter b years. Cut off every second
cont. yoar aud destroy 2 years thereafter.
3. | Senior Staff Working Groun Fllus .
- B
.5 .
25X1
(TO58-1559)
a. Coafercnec surmories. Terpovary. Retain 3 years and destroy.
b. A} other rclated documenis. Temmorary. Destroy within cne year after
Tusion w0 Ui related conference or
L. | Chrone Pilcs
Caopids of correshondence documenting the 2.¢
activitics conducted by Miss Page since 1948.
25Xl Duplicated In part in the files of FI
‘ however, iuclulos the only cony of o
itens end the only copy of some ibtons nob die
25X1| zeetly reloted to ebivities.
25X1 a. Duplicateld m:l . Temporary. Destroy when one year old.
25X1 b. et dwliested o[ | Permspent. Retive to the Records Center
: vhen uo longer necded.
Approved Eor Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
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DISPOSITION INSTRUCT1ONS

ITEM NO. FILES IDENTIFICATION VOLUME
) Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
5. | Beeklog Poadlug Pile DA
An pecunndation of Informetion Rosords and 2.7 “fouporary. File, destroy or retain as
other reference meterial representing c backlog aporopriate.,
of reading material related to the conduct of the
gperatious for which this office malataling files
as éoperibed in item 1 thru .
&. | Reaulot ong
Coples of Ageney Regelat ons and Noblees of st Toporary. Destroy when rooeinded o
interest to this office. cbsoleic.
- | Doy to Day Working Flles, Persenal Papers 1.0 Temporary. Destroy when no longer zecded.
» | Referance Filo
Books, magezines and pamphlets. Uselassified. 1.0
a. dotericl on leon from L brary. Temporary. Retur to OCE when no longer
needaed.
Y. OCthor vaterial. Tupeorary. Destroy when no lonpger needed.
Approved For Release 2005/11/21 : CIA- %DP78¥00487A000400160001-2
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FECUADS CONTROL SCHEDULE Fo. 70.0259
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CHEDULE NO.

70.02

CONCURRENCE

OFFICE,

DIVISION, BRANCH

R —

S1GNA|

25X1

TITLE

5X{Chiet, FI| o

* 30 April 1959

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

1.

WSCID-DCID File

Copies of NSCID's and DCID's affecting FI
activities and supporting papers that indicate
significant steps in the development of these
directives; also contains the record copy of
these directives which govern FI activities.
Filed by directive number. (1951-1959)

Liaison File

Contains correspondence which documents
matters discussed and agreements reached con-
cerning liaison with the intelligence services
of the Armed Services on FI matters. This file -
is considered to be the Agency record copy on
the subject. Filed by Service.  (1951-1959)

Coordination File

Contains correspondence which pertains to
and is used to guide and monitor the Agency
overseas coordination and review of the col-
lection activities of the Armed Services. The
direct responsibility for this function is in
the Ares Division and any record copies of such
material is maintained there. Filed alphabeti-
cally by Country. (1955-1959)

.8 Permanent.

1.1 Permanent.

Records Center.

Destruction not authorized.
in current files area.

Destruction not aunthorized.
off at the end of each calendar year; retain
in current files area 5 years and retire to

Temporary. Destroy when T years old.
off at the end of each calmndar year; trans-
fer to Records Center 2 years thereafter.

Cut

Cut

Retain

Annroved -Eor Release 2005/1424ClA mnnn‘nnannnn‘ Py
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N ITEM NO. FILES IDENTIFICATION ] '>VOLUME ':'7 DiSPOSITION INSTRUCTIONS
. B
roved For Release 2005/11/21 : CIA:RDP78-00487A000400160001-2
4. | Related Mission éﬁ%ctvive File
Consists of RMD's and related correspondence 5.7 Temporary. Destroy each RMD and related
from and to FI Staff elements, Senior Staff correspondence which has been replaced by
Working Group snd Area Divisions. Each country three successive new RMD's. Destroy NIE's
folder also contains the related National Intel- and OCI Handbooks when rescinded or when no
ligence Estimate and OCI Handbook. This file is longer needed.
meintained only for convenience of reference in
reviewing the FI portions of RMD's. The record
copy of the RMD is retained by the Area Divisionms.
Filed alphabetically by Country. (1952-1959)
5. | Reports
&8+ FI Monthly Report a.
Report which is based on feeder reports .9 Permanent. Destruction not authorized. Cut
from Area Divisioms, contains significant off 1 January and 1 July each year. Hold 1
developments in the collection of foreign year and retire to Records Center one year
intelligence. Copies are prepared for the thereafter.
25X1 DDP, and RID/TS. Filed by date.
: (1951-1959)
b. Annusl NSC Briefing Report b.
Contains copies of report submitted to IAC .1 Permanent. Destruction not authorized. Cut
on FI activities. Filed by date. off every 2 years and retire 2 years there-
(1955-1956) after to Records Center.
¢. Annual Report to Presidents Board of c.
Consultants
S Contains copies of report submitted to PPC .1 Permanent. Destruction not Authorized. Cut
<. on FI activities. Piled by date. off every 2 years and retire 2 years there-
(1957-1958) after to Records Center.
GHALRPRZ8-00487A000400160001.2
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
5e d. Special Reports
cont. ‘
Contains copies of one time reports submitied <1 | Temporary. Destroy when no longer needed.
to various persons or organizations. They Review annually.
are maintained for reference only. Filed
by date. (1957-1958)
e. Reports Directives
This file contains extra copies of memos and A Temporary. Destroy when obsolete or rescinded.|
directives vhich establish reports. Record
copies are in the office requiring the report
or in a formal issuance. Filed by date.
(1952-1955)
6. | Chronolcgicel File
a. Contains copies of all outgoing correspond- 5 Temporary. Destroy when 3 years old. Cut
ence., Maintained for convenience of referencel off at the end of each calendar year and
Filed by date. destroy 3 years thereafter.
(1956-1959)
b. Contains copies of all outgoing correspond= 1.5 Temporary. Destroy in 5 years. Retire to
ence and represents the only copies of Records Center at once.
records available vhich document the manage- A
ment or edministrative activities of the
office for this period. Filed by date.
: (1951-1955)
7. Logs
a. Form 311, Log is used to record the receipt 1.8 Temporary. Destroy after 2 years.
and disposition of material classified Secret
and below. Filed by date.
Approved For Release 2005/11/21 : CIA{RDP78:00487A000400160001-2
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JiTem No. FILES IDENTIF ICAT ION VOLUME | DISPOSITION INSTRUCT IONS

PO Approved For Release 2005/11/21 : CIA_RDP78-00487A000400160001-2
'S b. Form 311, Log is used to record the receipt .2 Permanent. Destruction not authorized.
- cont. and disposition of material classified Top

Seeret. Filed by date.
8. |Operational Program File

Contains extra copies of Basic Plans, Prelimi- 2.0 Temporary. Hold until end of planning cycle
nary Estimates, Character and Level Papers, Country end destroy.
Programs and related correspondence prepared by l.J
the Area Divisions. It is used as a reference fi
in reviewing the various Operational Programs.
. Filed by Division and then by various parts of the
. planning cycle.

(FY1958-FY1961)

9. |War Plans File

Contains extra copies of War Plans, and related L0 Temporary. Destroy when superceded or obsoletq.
correspondence and directives. It is used as a Review annually.
reference file in reviewing the various War Plans.
Filed by subject, ares and country.

(1954-1959)
10.
2.1 Permanent. Destruction not authorized.
Retire entire file to Records Center now.
® - | 25X
(1951~1958)
X Alnlhrn\gerl Eor RBalaase 2008/11/21 - ClARDP723.00. g7AnnnAnn&cnnn4 2
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ITEM NO. FILES IDENTIFICATION ] (WOLUME . DISPOSITION INSTRUCT IONS
R = 0

Approved-ForRefease2665/14/24—EHA-RDP78:00487A000400160001-2 -

- L.

3.5 Temporary. - Destroy when obsolete or no
longer needed. Review annuslly.

25X1

. -12. | Direetive File

Consists of Copy No. 8 of CS Policy Book and 3 Temporary. Destroy when rescinded.
the Intelligence Directives. This file contains
extra copies of formel issuances and is maintained
for convenience of reference.

13. | Budget Estimate and Justification File
Contains copies of papers which justify funds .1 Destroy after 2 fiscal years.

requested for FI type activity in the CS and
vhich are submitted to PPC. Filed by date.

(1955-1959)
14, | Source Control Files
; 3 ' s .2 8. Permanent.Destruction not auvthorized.
. @.. Policy and Reports File Retain indefinitely in current files
area.

Contains copies of correspondence which
cestablish or contribute to the establish-
‘ ment of policy and copies of the monthly
Name Check Report (narrative summary of
activities) and Source Control Report which
is a statistical summary of activities.
Copies of the former report are forwarded
25X1 to C/FI, DC, FI cud C/FI[ | the latter

repert receives no distribution. Filed
- b ub jec .
‘ y subject by date (1956-1959)

-’ Appreved-Ror-Releace-2006/4-H24-+CHAIRDR7S-001187.A000400460004-2
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Contains correspondence on the subject
in no particular arrangement. (1954-1956)

FORM .
2, 1398 2311

1 JAN 56
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ITEM NO.| FILES IDENTIFICATION VOLUME [ DISPOSITION INSTRUCTIONS
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1k, b. Work Files 1.8 b. Temporary. Destroy when no longer
cont. needed or replaced by more current
Consists of coples of Maenine Runs , Desk material. Reviev annusally.
copies of Form 831 and miscellaneous corre-
spondence (basic data on sources is maine-
] tained in the Source Control Index in the
2% cusiody of RI] _ |and RID| Jand in the
CS 201 Files). (1956-1959)
¢. Source Control Index File (Muchine Cards) k.3 ¢. Toemporary. Destroy card 6 months after
the source is dropped. Place card in
Contains machine cards filed by year, inactive file when source is dropped.
month, dey of birth, country of birth and Cut off inactive card file every 6 months
city of birth. Card also contains a count and destroy 6 months thereafter.
and status code as well as a dossier number.
The dossier number identifies the organi-
zation that has primary interest in the
source. {1956-1959)
d. Source Control Index File (Manual Cards) 2.8 |d. Temporary. Consider destruction of this
duplicate file or treat same as item 1.
Contains 3x5 cards and Form No. 1015z c. above.
which is 3%5. The cards and forms contain
entries which indicate date of birth, place
of birth, sometimes the name, a file code,
the country involved, the date of request,
date of registration and the C number or
dossier number of each source. Filed by date
of birth. Essential information in this
file is duplicated in 1lLk. c. above.
(1956-1959)
e. 01d RQM Source Control File .0 e. Temporary. Screen file incorporate

appropriate melicrial in a. or b. gbove
and destroy the remainder.

LBDP73.0043ZA000400160001.2
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CHEDULE NO.

CONCURRENCE

OFFICE, DIVISION, BRANCH

SI1GNATURE

I

CS/FII | TITLE DATE
25X1C/F1] | 1k April 1959
ITEM
NO. (TITLS, DESCRIPTION. AREANGEMENT. AND INCLUSIVE DATES) (cupic Fr.) DISPOSITION INSTRUCTIONS
1. Group Chiefs Subject File
Consists of outgoing and incoming corrcspon- 2.0 Temporary. Destroy when 4 years old. Cut
dence on support matters such as personnel, TO's, off every two years, (papers having current
incentive awards, finance, procurement, etc. to value to be carried forward); retain in
include the master file of FI Administrative current files area.
Orders. Filed alphabetically by subject.
(1952-1959)
2. .| Group Chronological File
Copies of all outgoing correspondence main- .3 Temporary. Destroy after one year. Cut off
tained for convenience of reference. Filed by at end of each calendar year and destroy one
date. (1952-1959) year thereafter. :
3. | Group Chiefs Correspondence Log .
Maintained on Form No. 311, Log. Identifies .1 Temporary. Destroy after ome year. Cut off
document and subject, and indicates dispositicn. at end of each calendar year and destroy one
Only important correspondence is logged. Entries year thereafter.
by date of receipt. (1957-1959) }
4, | Strategic Services Unit Files
Consists of copies of all outgoing correspon- 2.0 o. Permsnent. Retire correspondence dated
dence produced by the Unit filed chronologically . prior to 1954 to RID or integration 2
and a 1.5 cubic foot supply of SSU Certificates into proper subject fIle or destruction
and stationery. Record copies of correspondence of duplicates.
prepared during 1954 and thereafter are fil
subjectively in SSU Files in custody of RID b5X1 b. Temporary. Destroy correspondence dated
i 1954 and thereafter, after 1 year. Cut
off at the end of the calendar year and
destroy after 1 year.
Approved For Release 2005/11/21 : GIARDP78-00487A000400160001-2
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
] Approved For Release 2005/11/21 : CIA{RDP78-00#187A000400160001-2

5. Building Evacuation Officers Files

Consists of extra copies of instructions, Temporary. Destroy when obsolete or no
placards and posters regarding evacustion of longer needed. ’
L Building.

Agency and CS Issuances. . Temporary. Destroy vhen rescinded or no
longer needed. .

a

Budget and Fiscal Subject File

~ i
a. Consolidated Charities - correspondence : Temporary. Destroy after 1 fiscal year.
and accounts. (FY1958-FY1960)

|:|~ Accounts (FY1958) Not assessed. Transfer custody to|

Travel Regulations - Other Agencies Temporary. Destroy when rescinded or
(1957-1959) no longer needed.

Miscellaneous Instructions (1957-1959) Temporary. Destroy when rescinded or
no longer needed.

Monthly Report FI PrOfth Termination - Temporary. Destroy after 1 fiscal year.

prepared from FI] Monthly Report

on status of Projects. Forwarded to all
Area Division Support Officers and the
Budget Division. (FY1958-FY1960)

Fiscal Files

‘Filed by fiscal year by subject. Consists of Temporary. Cut off all files at the emnd
the following: (FY1954~FY1960) of each fiscal year. Any M account data
must be retained until liquidated notwithe
standing the following disposal instructions.

a. Authorizations for Overtime. a. Destroy 3 months after the end of the
fiscal year.

b. Allotments (Signed Originals). b. Destroy after 3 fiscal years or after

all allotments are liquidated whichever
is later.

2 el 20054 L olalnnnZe nnde7AN00400160004 2
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ITEM NO. : FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
8. c. Payrolls, Hgﬁ?ggbawomgém:m W20 8%A [RDP78-00U8 7TAMEOBAF0APUe? 3 fiscal years and an mudit.
i cont obligating documents filed by Division. | @

d. Summary Obligation Reports d. Destroy after 1 fiscal year except for last

i report which should be carried forward at

cut off.
\ .

‘ e. Imprest Funds, Transportation e. Destroy after 3 fiscal years and an audit.

f. Vouchered Allotment Ledgers : f. Destroy after 1 fiscal year. '

g&. Statement of Allotments, Form No. 288A g. Destroy after 3 fiscal years and an audit.

h. Overtime Machine Runs . h. Destroy 3 months after end of fiscal year.

‘ 1. FI Staff Requisitions i. Destroy after 3 fiscal years and an audit.

J. Allotment and Property Authorizations, Form J. Destroy after 3 fiscal years and an audit.

‘No. 619, used to support item 8.d.

k. Liquidated and Unliquidated Obligations. k. Destroy after 3 fiscal years and an audit.

9. | Budget Files /

Consists of approved budgets and working papers| 1.0 Temporary. Destroy budget 3 fiscal years
for next {wo fiscal years. Filed by fiscal year. " |after approval. Destroy working vapers 1

(n1955-m961}5 fiscal year after budget is approved.
10. | Position Inventory Files

Consists of Standard Form Ts Service Reecrd .2 Temporary. On transfer of employee forward to
Card. Used %o record the incumbent of the various gaining organization. Hold all resigne cards
FI slots, basic persomnel data and dates of person alphabetically by calendar year of resignation.
nel actions. Filed by organization and position At the end of each year destroy all rcsignee
number., cards from the preceding year.

. : (1952-1959) P gy
11. | Soft Files (Personnel Files)

This file eontains copies of forms and corres- L.0  |Temporary. Disposition as indicated below:
pondence which affect the employee's status or a. On transfer of employee, remove and destroy
vhich require action such as Standard Form 50, all materisl which represents copies not
Fitness Reports, Biographic Profiles and informel forwvarded to the Office of Personnel, then
notes Or memos which are not suitaeble for inclus- forward employees folder with remaining matér
ion in the official personnel file. Used for re- ial to gaining orgenization.
ference. Filed alphabetically. b. On resignation of employee, screen folder if

(c. 1952-1959) accordence with and destroy re- 35
P maining materiall 1
Appraved For Release 2005/11/21 7 CIA 001600012
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W teal\Au s
=1 .12, Personnel Subject Fille

Contains copies of correspondence relating to 2.k Temporary. Destroy after 2 years. Cut off at
promotions, the Career Service, ceilings and end of each calendar year and destroy 2 years
TO's, summer employees, military employees, con- thereafter.
tract employees and the monthly strength report.
Also includes folders for Office of Personnel,
Memos (Issuances), T/O Change Authorization,
Position Descriptions, and Shipping Permits.
Filed subjectively. (1956 - 1959)

Personnel Log

Consists of Form No. 311, Log and is used to Temporary. Destroy after one year. Cut off
record the receipt and forwarding of action at the end of each calendar year and destroy
papers on Personnel Folders. Filed alphabetic- one year thereafter.
ally by subject and then chronologically.

(1956 - 1959)

/

Qualifications Records

Consists of notebooks and folders containing Temporary. Hold one year and destroy entire
names of employees who have language, area Or file,
certain unique professional guelifications or
who are willing to go to certain countries. No
attempt has been made to keep the file current
within the last two years. Filed by qualifica-
tion by area. , (1955 - 1957)

Issuances
Various other agency issuances on personnel Temporary. Destroy when rescinded or no

matters to include Civil Service Regulations. longer needed.
‘ (1956 - 1959)

Sk
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CONCURRENCE

OFFICE, DIVISION, BRANCH S1GNATURE

Jx»] FI ——X|25 L krs
1TLE D

25k11ecords Officer FIl | 16 April 1959

FILES IDENTIFICATION VOLUME §
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

Project Card File:
5x8 cards used as a log and control on the Temporary. Destroy one year after terming=-
status of projectis. Bear a brief slatement of ticn. :
nurpose and entries showing the status. Filed
alphabetically. (2.2 lin £t.)

(1953-1959)

Office File (Administrative):

Correspondence initiated by the Division in Temporary. Destroy when one year old. Cut
the administration of its activities. Filed by oi‘f at end of each calendar year and destroy
subject, e.g., T&AS Requisition, Personnel, ete. 1 vear thereaiter.

Projeet Piles:

Consists of a folder for each active project Temporary. Destroy upon receipt of termina-
with copies of anything writien im the Branch on tion notice.
the particular project, copies of the transmittal
to CH/FI, some cables and dispatches needed in
connection with a later veview, and copies of
approvals, renevals or extensions. Filed alpha-
betically.

OCI Handbooks Temporsry. Destroy when suncrcecded.

Cable Files:

"Ins" and "Outs" filed separately. Temporary. Destroy now. Discontinue file.

—Appreved-For-Release-2005/11/21 - CIA-RDR78-004874000400160001.-2
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ITEM NO.| FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT iONS
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- L 6. | Crypt and Pseudo File:

3x5 cards, one set for true identities and one .5 Temporary. Destroy when canceled.
set for crypt and pseudos. (5' 3" lin £t.)

T. | Weekly listing of ‘Personnel processed in and out:

Copies of a report of FI personnel and other .2 Temporary. Destroy not later than 6 months
senior personnel being processed in and out. after preparation.
Selected from the daily Central Processing report
and the Div. reports to Central Processing. This i
condensed report is circulated to DDI-DCI-DDP, )

Debriefing Reports:

Reports prepared by this office, forwarded to .2 Temporary. Destroy not later than 3 years
parent Division for comment or correction and after preparation.
returned to FI for circulating and filing. Filed
chronologically.
(1953-1959)
9. | Agency and CS Regulations and Notices 2.0 Temporary. Destroy when superceeded.
10.| Classified reference material 4.3 Temporary. Destroy when superceeded, rescinded
or no longer needed.
1l.| Logs
.5 :
a. TS (1952-1959) Indefinite. Disposition not authorized.
. Transfer to Records Center vhen no longer
needed.
b. Secret and Confidential (1952-1959) Temporary. Destroy not later than one year
after receipt of document.
12, | Staff Working Files:
Working files maintained by individval staff 9.3

menbers containing notes, rough drafts, and
related papers and publications used for referencs
Created in planning end developing assignments.
Arrangement varies with each file.

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400160001-2

FORM NO. ‘398 USE PREVIOUS

t JAN 56 EDITIONS, RECORDS CONTROL SCHEDULE « CONTINUATION SHEET tan)




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
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~ 4+ 12. a. Material related to completed assigaments.|* Temporary. Destroy not later than 1l year
cont after final action. ‘
b. Material related to discontinued assignmentis. Temporary. Destroy 3 years after 1ast‘ action.

13.| Chrono File (oub):

Copnies of all correspondence originating in the .T Temporary. Destroy when 5 years 'Qld.
branch. Correspondence written by the Division o
chief and the Deputy are mainbtained separately.

(1953-date) ,
' 1k, | Cuided Missile Task Force File:
Consists of minutes of meetings, training givem, 1.0

liaison reports and correspondence related to the N
subject. Filed chronologically by these subjects

| (1956-1959)

a. Minutes of meetings Temporary. Destroy when 3 years old. 25X1
(Permenent ccpy is maintained b

b. All other Temporary. Destroy when 3 years old.

1 15.
1.2

Permenent. Retire to Records Center vhen no
longer needed.

b. All other Temporary. Destroy vhen 3 years old. Cut

‘ off annually. Hold two years and destroy.

Approved For Release 2005/11/21 : CIA- RDP78-00 87A000400160001-2 J
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

16.

Approved For Release 2005/11/21 : ClA
Elint Activity File:

Copies of cables, dispatches, and memos re=-
lated to Elint operational activities and needed
for use in advising the Divisions on these acti-
vities. Filed by area and country.

(1953-1959)
DDP Materiel Bearl (inactive):
Working papers and reference material left

by a Tomer mermber of the staff. Filed by
subject.

ROP78-00-
T -

3.0

(1955-1957)

(LE52-1555)
RMD Working Files:
An accumulation of copies, cables, dispatches,
mewos, current intelligence summaries, and other

rapers with information that may be vertinent to
Gevelopment of revised RMD's. Filed by country.

(1958-1959)
Denied Area Seminar (obsolete)
Working files consisting of copies of papers

and records accumulated in developing the Denied
Area Seminars. Filed by Subject.

(1953-1956)

o~

Appraved For Release 2005/11/21 : CIA]
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Temporary. Destroy obsolete and superceded
material during the day to day usc of the
file,!

Temporary. Destroy.

Temporary. Destray.

Temporary. Destroy annually following the
revigion of related RMD's.

Temporary. Destroy.
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- o1 21,
3.0 Temporary. Destroy when superceded or
rescinded.
25X1
22,

.6 Temporary. Destroy obsolete and supei‘éeded
material during day to day use of file.

23.] Audio Surveillance:

Copies of cobles, dispatches, wemos, surveys, 1.2 Temporary. Destroy obsolete and superceded
and operational aids. For reference use in material during the day to day use of the
edvising divisions in the field of activity. file. ’

Filed by subject.
(1953-1959)
2k,
25X1 2.0 Temporary. Destroy cbsolcte and superceded
. material during the day to day use of the
file.

25. Audio Surveillance Management Course:

Correspondence developed in procuring lecturer .2
selecting courses and monitoring training in )
audio surveillance management. Also lecture tapes,
rosters and related paper on each session. Filed| -
by subjects.

1957-1959) .- [C " .~
Approved For Release(2005l11121 : CIA-kDP78-‘00 87A000400160001-2
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ITEM NO. FILES IDENTIFICATION l VOLUME DISPOSITION INSTRUCT IONS
| 2005/11/21 : CIA-RDP78-00487A000400160001-2
25.| a. Polders forAé’th?vggs';gQE clease . ..} | Temporary. Destroy after one year.
b cont )
b. Teped lectures 1.2 Temporary. Porward to course instructor for
review and disposition. )
¢. All other materials Temporary. Destroy when no longer needed.
26.| I&R Reports Pile:

Copies of I&R reports and copies of FI reports 1.5 Temporary. Destroy wher superceded.
and memos concerning projects related to these :
reports.

(1957-1959)
27.| Tepes - Denied Area Meeling: (1954-1955) .5 Temporary. Destroy.
28.| Operationzl Aids - PI ?

Extra copies of all operational aids prepared L.b
by FI ond maintained here for (1) supplemental
distribution and (2) storage of record copy.

a. Record Copies Permenent. Forward to Records Center.
b. Extra copies Temporary. Destroy when superceded, rescinded
or no longer needed.
29. Operational Index:

A 3x5 card index developed for use in preparing A Temporary. Destroy cbsclete and winecessary
operational aids, Contains notes describing FI cavds during day to day use of file.
missions, problems, approaches %o sclutions and ’
specific techniques of collections. Also containsg
abstraets and references to documents on these
subjects, filed by subject. (1.0 lin £t.)

30.| Index %o FI Debriefing Minutes:

3x5 cards filed in 2 sections, ome by statinn 1 Temporary. Destroy when 3 years old.
and one by person and bearing date of the de-
briefing.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
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|
I cuid

31. | Msts for Operational Aids:

Multilith mats used in preparstion of opera=- .5 Temporary. Destroy vhen no longer needed.
tional ailds end held for possible reprints. :
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. CONCURRENCE _
- ‘](JFFICE. DIVISION, BRANCH SIGNATURE
/e 25X1 |
25X C/FI 25X1 27 April 1959
T — ]
oo (TITLE, DESCRIPTION. ARRANGEMENT. AND INCLUSIVE DATES ) (c‘,’f;%”r'zr. ) DISPOSITION INSTRUCTIONS
1. Training Files
Consists of copies of training records, train- 24.0
‘ ing evaluations, a form on which all completed
training is posted and some memoranda concerning
training. Maintained alphsbetically within each
of the following sub-files:
(1953-1959)
a. DDP Officer Personnel Temporary. Destroy 10 years after separation
: or immediastely on death or retirement of
employee.
b. DDP Clerical Personnel Temporary. Destroy when employee resigns.
¢, Others on duty in the DDP gincludes Temporary. Destroy when employee is reassignegd
DD/S persomnel, JOT's, etc. outside the DD/P, or transfer to file "a"

gbove if employee transfers to DDP.
2. Roster Files

' - Rosters of DDP personnel attendance at all OTR 2.7 | Temporary. Destroy when 10 years old.
and external training courses. Filed by course
name and session number.

(1951-1959)

3. Reference Publications - Training 4.0 Temporary. Destroy when superseded or no
longer needed.

b, Returnee File

Listing of returnees who may be of interest to
FI personnel for debriefing. Filed chronologically.

(1955-1959)

I\P‘Frn\lﬁrl Eor Release 2005/11/21 - CIA-RDP78 nq% ZA000400160001-2

.1 Temporary. Destroy when one year old. Cut
off annually.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
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. M e Central Processing Daily Report |

Mesial

Daily listing of personnel being processed 1.0 Temporary. Destroy when 5 years old. -
"in" and “"out",
- (1955-1959)
6. Dependent Briefings

a. Correspondence documenting the history ‘ 3 Permanent. Transfer to Records Center when;
and policy developed in establishing and con~ 5 years old.

ducting a program for briefing dependents going
overseas. Filed chronologically,

‘ (1954~1959)

b. Forms #666 Request for Dependent's. .5 Temporary. Destroy when 7 years old.
briefing..

7. | Training Course Schedules

Consists of schedules for all courses currently .5 Temporary. Destroy as superseded or
given. Filed by course title, rescinded.

8. Chrono files

Correspondence to and from OTR also ™info 3 Temporary. Destroy when 10 years old. Cut
copies of training correspondence originated in off annually. Transfer to Records Center
other offices. Represents the history and policy when 5 years old.
of DDP training. (Has been screened to eliminate

’ unnecessary correspondence. )
' (1951-1957)

9. FI Training Officer Files

A working file of course subjects, TSS train- 7 Temporary. Destroy when no longer needed.

ing, monthly reports, liaison and coordination. Review annually.
(1955-1959)
AMWMQMMOMBOOM-Z
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- 10,

Approved For Release 2005/11/21 : CIA-
CSTC File

Consists of minutes of meetings and exchange
of memos with OTR and other training facilities
from the chariman of the CS Training Committee.
Filed chronologically except for a few selected
subjects. Covers the history and policy devel-
oped by this committee.

(1955-195T)
DDP Training Files

Copies of memos exchanged by the DDP Training
Officer with the office of Training and other
training facilities. Covers history and policy
of DDP training subsequent to the discontinuence
of the CSTC (Item 10).

.8

o7

Permanent.

Permenent.

%DP78-00487A0004001 60001-2
{‘- S

Retain in office.

Retain in office.

b. TInactive - (same as a.) ‘
(1954-1959)

1.0

Permanent.

Transfer to Records Center when

7 years old.
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s
CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
25X1
Deputy Crlef, FI 28 May 1959
ITEM FILES IDENTIFICATION
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (C\lIIgII_gMIET. ) DIsPOSITION ‘NSZ%1'°NS
1. [Broneh Sorsouuol Piles
Coples of soroconel actions, & T3 wequests, N Tempovary. Destroy vhem the individual is
‘ training ovoluotions end miseellone s, correspone separated from the agency or s reassigned.
) dence conecrnlag individusls essigiod o the Buaneh
Avranged ulghebetlically.
2. [Plueszo £Mics

2. Cousists of travel orders, vouchers and 1.1 Temporary. Destrsy witer b years Cut off at
relotel correspondence concerning travel and end of each calenday year, vetalu in currvent
congensat on of eontract agents. Arvvanged £ile for 3 years and thon destroy.
allinbotlcally.

(2952-1959)

b. Tzavel ordors, vouchers, anl relaicd COTw o Temporary. Destivy afier 4 years Cut off at
rogpondence for stafl employeos.  Arranged end of caech ealendar year, retaln In current
elzacbotienlly by nane. file Tor 7 years and tha: destroy.

(1952-1959)
. 3. |Deference Pubiicotions
L5 Temporasy. Destroy vhen swperseded, rese'nded

or 1o longer necded.

0437-A000400460001-2
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; ITEM NO. FILES IDENT!FICATION VOLUME DISPOSITION INSTRUCT IONS
‘ . . . fpproved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
Lo | Admla Pio (cid Sl
a. Copies of menos, renorts and form docusents R Permcrent. Transfer to the Records Conier.
cecumunlated in the adn’nistratlicn of Branclh '
aetlivit es. Ineluvded ave ¢ 2Je of Teports
Contral pemes and DEID-Se’entific contri-
buticro.
(2352-1957)
b. [ligecllomesus coples of Fegilations end 5 Temporary. Destioy in coffice.
Hobicos, uced steno notebooks.
(2952-1957)
. 5. Staff Uorking Flles

Vorking £iles malatained by individual staff 25.06
morbers conbtaining projeet £ilos, ustes, rough
drafis; Interim reports, also, reluted mapers,
cnd mublications used for refervence asd backe
groued Informmat on. These files are cyuated im
planning end developing assignments and projeets.
Arvangenent varies with each £le.

2. Pyaject Files. Perpenent. Retire $o RID L yoar after
Sesminatoon. Cut off ab end of 1 year, holid
Por 1 year and transfer Lo RID.

b. Coopleted Ass goments. Temporary. Desteoy not later than 1 year
after final actioun.

c. Suspended or Discontinued Acz gnments. Temporsry. Place in "Hold Flle". Review
on “foliow up"' date and dlspose of, as
authorized by the Chief or Deputy Chief of

the Branch.
d. Refercnce Publicetions and Background Temporary. Destroy when ne longer needed
Paigitte or vhen superseded.

mimem
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6. | Logs T
a. CoaPidentiol and Seevet - chronological 2.2 Tempoyary. Destesy after one year.
ligting of decunents vesoived and forwarded
(2946-1959)
b. Cuble ing - chronoclogieal Listleg of all .6 Termorary. Destroy mob later than cac
cables received. year after recelnt of docuueat.
{1545-1959)
¢. %3 Logs - chronologicel tish ag of all T8 <3 Temporary. Dloposition not authorized.
desuments reeeived and fomuarasd.
- et £ o
(3.946-1939)
T. | Rending File
Couslists of copies of memoranduns and forms 3.0
produced or received {n the Adeinistration of
Branch gctlivities. Arvenged chrsnclogically
withln cach of tiue Polleowing subjeeus. .
(3955-1959)
a. (1) Reading £1le - (ot memo) a. Permanent - cut off at end of cach
2) Correspondence 7le (in meno) calendar year, rotein in current file
3) Scleabific attoche DroLTER area one yesy aad transier to Records
Center.
v. (%) Docwient Receints b. Temporary - Destroy aftuer 2 yecars.
e. (35) Supplics and Bguloment ¢. Temporary - Cut off at end of calendar
> year, vetain ‘un current flle area one
year and thon destroy.
e o . o
4. (%) 0SI-cables-teloer ) ~travel d. Temporary - Dectry. efter 3 years. Cub
off at cpd of ecloodoy year, retzin ia
curront £11¢ erca cue year and then trans-
fey 4o Bocords Center.
U
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8. N S

L2

1.5 Temporary. Destroy after 5 years. Cut off
at end of each calendar year. Retain in
25X1 current file area for 1 year then transfer
to the Records Center.

(2952-1959)
. 9. Correspondence Control and Distribution Forms

3%5 cards and other form records used to con- .5 Temporary. Destroy after one year.
trol the routing of dispatches, TS documents 5
cables, bocks purchased, and reference material
distributed. Arranged chronologically (4.8 lin.

£t.)

(295%-1959)
24x10. | |Fize
25X1 Correspondence to and from:lconceming 2.0 Temporary. Destroy after 5 years. Transfer

all phases of branch activities. Arranged chrono- to Records Center. ILLEQI

logicelly.
(1945-1956)

11. | Cable:File
. . 1 Infcrmation cable received and circulated for .3 Temporary. Destroy after 2 months.

Branch information. Arranged chronologically.
+12. | Subject and Target Files

Contains selected reports, background material, 17.2 Temporary. Screen annually and destroy
requirements and headquarters and field corres- 2 year old material.
pondence on each target. Arranged by area Divie
sion, country, and substantive scientific field.

[Tt N PO
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13. | Confercnce Files

Case file of agency participation and act.on in 2.0 Temporary. Destroy after 3 years. Cut off

cach such conference. Includes correspondence with at end of each calendar year. Establish a
other agency components regarding requirements, new folder for each conference each year of
evaluations, reports, and attendance by agents. ;| occurrence.

Also correspondence with other government intel-

1 ligence serviccs| !Fe use of
their assets, arvange phabetically by confer-

ence title.

(1952-1959)
. 1. | Exchanges, Boards and Meetings Files
Correspondence with other Agency components 1.7 Temporary. Destroy after 5 years. Estab-
and State Deportment developed in conducting and lish & new folder for each occurrence. Hold
exploiting thesc arrangements. Includes copies in off’ce one year aftcr occurreunce and retire
of some policy papers. Filed alphabetically. to Records Center.
(1955-1959)
15. | Country File
~ a. Reference publications. Temporary,
destroy vhen superseded or no longer
] 25X1 needed.
_ b. All other material. Temporary, destroy
. 2 year old meterial, screen snnually.
¢ IIOU=TI0Y] :
- 26
15.
1.0 | a.
25X1

b. All others: Temporary - Destroy when 6

ILLEGIB___|
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16.

Approved For Release 2005/11/21 : CIA-R
Contain copies of cables, memos, dispatches con-
cerning the exploitation of the person. Filed
alphabetically.

tDP78-004187A0004001 60001-2

old. Cut off at end of every third
calendar year.
off and destroy.

NN

(Bring forward, as

(1950-1959)

necded.

Temporary.
at end of every third calendar year.
in office for 3 years after cut off then
destroy.

CE Card File (5x8)

An alphobetical card file oa which are recorded
references to documents concerning scicntists and
scientif’c organizations. Include references to
CS information not aveileble in OCR/BR file.

(141 1in ££.) .

(1947-1959)
Clearance Filcs

Requests and replies to requests for clearances
to CI/OA and Office of Security. F.led alphabeti-
cally.

(1953-1959)

Reference Index (3x5)

Index to what and where information is availabld
on a number of scientific subjects. Arranged
alphabetically by subject. (3.8 lin. £t.)

(1948-1952)

Temporary. Retire to RI.

st end of every 5th calendar year, hold in
office for 5 years then destroy.

Temporary. Obsoletc, destroy in office.

ERNU iy
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ITEM NO. FILES [DENTIFICATION VOLUME DISPOSITION INSTRUCT{ONS
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*n

21. | Agent Files

a. Copies of material in the agent files of 2.0 'i’emporary. Destroy 1 year after termination.
the various divisions for agents that the At termination transfer to "terminated” file,
Branch has had an interest in. Alphabetic- cut off annually and destroy one year after
ally arranged. cut off date.
(1950-1959)
Y. Correspondence concerning agents attached Permsnent. Retirs to RI 1 year after termi-
to projects run by the Branch. | nation. Cut off at end of 1 yeer, hold for
(1950-1959) 1 year and transfer to RI.
.- 22. | Requirenents File
Includes logs and folders with requlrements -9 a. Log. Temporary, destroy 2 years after
and related correspondence routed through the cancellation of requirement.
Branch. Log serves as a ready reference to show
the current status of each requirement. b. Folders. Temporary, destroy when require-
ment is cancelled.
(1956-1959)
23. | DCID and IACD
Reference copieé of DCID's and JACD's. .2 Temporary. Destroy when superseded or no

longer needed.

Approved For Release 2005/11/21 : CIA- 2DP?8;0(5587A000400160001-2
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o SCHEDULE NO.
- N Lyt LT
S R S VIR 70.040k
k4 E %Rporov%%gg?lReﬁggggu 05/11/21 :CIA-RE)P\‘?’S—O(JABTROOMwmuuun-z CONCURRENCE
OFFICE, DIVISION, BRANCH . SIGNATURE
, 25x1 |
CS TITLE DATE
23X1 /FII | 25Xt /71 | 21 April 1959
No . (TITLE, Dsscxzprszgllv-,gSAxlkarEv'::)Tanf;rvlz(':,vagNINCLuszVE DATES) (c\:lgl;gmlgr.) DISPOSITION INSTRUCTIONS
1. | Branch Subject File

Consists of correspondence dealing with the .9 Temporary. Destroy when superceded or obso-
administration of the branch including memos on lete or when no longer needed for reference.
delegation of authority and action taken. ¥iled Review annually.
by subject. (1952-1959)

2. | Project Files (Active)

Consists of the project outline and FI Staff 11.2 Temporary. Destroy all papers except cover
correspondence relaeted to the approval, ammend- sheets 3 years after termination. Destroy
ment, renewal, extension or termination of an FI cover sheets after 10 years.
or CI project. Also contains some operational
correspondence of interest to the branch. Filed
alphabetically by cryptonym. (c. 1952-1959)

3. | Suspense File (Bucket File)

Consists of correspondence stating the reaction A Temporary. Papers are filed in Project File
of the various staff elements on requests for when action is complete.
project approval, ammendments, renewals, exten-
sions or termination. Filed by initial date of
receipt in Branch. (current)

. ’+: Pending File

Consists of project folders on which staff 1.2 Temporary. Return to Project File when

action is pending. (current) action is complete.
R7A000400160004-2

(a1




ITEM NO. FiLES IDENTIF |CAT ION VOLUME | DISPOSITION INSTRUCTVONS
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5. | Logs e
a. Secret and Confidential Logs .6 Temporary. Destroy after one year.
b. Top Secret Logs 1 Permanent. Destruction not authorized.
(1954-1959) '
6. Training Bulletin and Catalogue .2 Temporary. Destroy Bulletins after reading;
all or any part of Catalogue when rescinded
~ or obsolete.
7. | RMD File
Includes all current RMD's filed by Division 5 Temporary. Destroy vhen superceded or
and Country. (1956-1959) rescinded.
8. | Agency and CS Issuences 1.5 Temporary. Destroy vhen superceded or
rescinded.
9. Policy Books
Consists of extra copies of policy and pre=- b Temporary. Destroy as resciﬁded or super- .
cedent memorandums and selected issuances for use ceded.
as _Branch guide. Filed alphsbetically by subject.
(1954-1959)
10. | Correspondence Chrono File
25X1
Copies of all memorands received by FI A Temporary. Destroy when 10 years old. Cut
except the ones concerning a specific subject. off annually and retire 1 year thereafter to
"In" filed by organization and date. "Out" filed - Records Center.
by date. (Branch policy, history and precedure )
value). (1952-1959)
11. | Project Reports and Inventories )
a. ’Bi-monthly report of project actions effect+ .5 Temporary. Destroy in office when 10 years
. ing the financial status addressed to the old.
led chronologically.
25X1 | | Fi g y
(1951-1959)
Approved For Release 2005/11/21 : CIA- QBP;ISI-00487A000400160001-2
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11. b. Special monthly reports to C/FI re con- - Temporary. Destroy in office when 10 years
cont. tract and project actions taken. old.
(1952-1959)
12. | Project Surmary Record
Form #452 (McBee Cards - letter size) contain- 1.k Temporary.
ing basic project information and a record of all
actions taken. (1952-1959) a. Active project - Retain indefinitely.
b. Terminated project - Cut off annually
and destroy 8 years thereafter.
13. | Agent Files
Contains only Form No. 453, Project Contract .8 Temporary. Destruction not authorized. Place
Record (McBee Keysort Card). Cards coutain active cerd in inactive file on termination
contract data on agents and identifying infor- of the agent. Review inactive cards for
mation. PFiled Active and Inactive and then disposition in 1961. !
alphebetically by cryptonym. (1954-1959)
14, | 01d Agent File
Contalns 3x5 cards which indicate agent .3 Temporary. Destruction not authorized. Hold
cryptonym and identify parent project. Also indefinitely in current files. Review file
contains in come cases fragmentary contract data. for disposition in 1961. .
Now used primarily as a record of previous pseudo~-
nyms or cryptonyms of current active agents.
Filed alphebetically. (1551-1954)
15‘._ 0ld Terminated Project Files
Contains only the authorizing signatures (Pro:ject .9 Temporary. Destroy entire file in 1960.
Cover Sheet) and the FI and predecessor staff . :
comments. Filed alphabetically by cryptonym.
(1950-1953)
ZA000400160001.2

(4t)
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SCHEDULE NO.

R REORRIBVEONFROREICHEORX05/11/21 :CIA-F&&?&EH—; 87A000400160001-2 70.05 01
CONEURRENCE
OFFICE, DIVISION, BRANCH SIGNA
25[X1
X1 FI StafPf TITL 7 DATE N /— p
| | (o7 720
£
INTO.M (TITLE, DESCRIPT’;(;IIV_,ESAR;([:EVP(‘;;»IHE‘A:T(':,AUV%NINCLUSIVE DATES) (c\{,g';gM;T. ) DISPOSITION INSTRUC(IONS
1 | Div. Chiefs File
Production end other Chart Studles 5 Permenent. Retire when no longer active.
2 | piv. edmin £ile ‘
i , Agency & €S Regs and Notices 4 |Temporary. Destroy Heedquarters issuances
‘ ’ when superceded or rescinded. Discontimue

field services.

3 | Div Admin file

3 a. Machine runs of leave of Div. Pers. 2 Temporary. Retain one month end destroy.
3 b. P. I. cards for Div. Pers. 2 Temporary. Destroy when employees trens.
L. | Miscellancous admin records .5 |Temporary. Screen for destruction in coord.

with C Support FI and establish cut offs for
material retained.

5 | Monthly reports by R.E. and R.C.

(1953 - Date) .2 |Permanent. Hold 3 years and retire. |
6 | Div Subl. Corresp. file o |Permenent & Screen far possible destruction,
o used for reference - | Tempovary. retirement or retentlom.
227 | . 8. Log 2 Temporéz-y. Screen for destruction in accdrdanﬁ
with 5.0.P.

" 8 | Dep. Chiefs file

working papers 4 |Temporary. Destroy when no longer needed.
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RECORDS DISPOSITION AUTHORITY

Schedule No. 70.050202

Prepared by:
25X1
25X1 7 FIL ]

27 Ave 695

;. Date

Reviewed: Annraved.
[25X1 2541
, Records Mdnagement Staff CIA Records Administration Officer
P ees 1589 oy

7

- "Date
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APPRAISAL OF FI SCHEDULE revision 70.050202

1. I'm‘récdﬁ;ggiing apﬁrovgl of this revisien'of FI schedule of 70,050202
despits its non;standard format because of the genuine enthusiaéim of the
" Branch Chief who prepared it, the completeness of files descriptions as
»comparedeith the former schedﬁie, and because there's nobody in the EE

tecords'program“to whom an appeal for technical conformity would be meaningful

2. This is a "SOmething is-better‘than nothing"” approech and is based on
the. assumption that at this time in the DDP area it's more important to

cultivate enthusmaslm than 1n51st on technic&l competence,

25){1‘

g :‘\ t»j’

AL R =
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87A000400160000.950202

CONCURRENCE
OFFICE, DIVISION, BRANCH SI1GNA
P5X 1 | ]
25X1 DDP/FIl:l TITLE
: DOXA/FI | 28 August 1969
e — |
'rIoE M (TITLE, DESCRIPTF;(;I';,ESARIRI?AIE\”:;E;\;TC‘,AEIIV%NINCLUSIVE DATES) (c\z/JgI;gMIET. ) DISPOSITION INSTRUCTIONS
25X1
]
List of station addressees for each area brief; Permanent. Disposal not authorized.
guidance, instructions, and surveys regarding
the briefs; log containing date and identifying -
25XT number of all
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2
FORM NO. (a1)
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27 AUG 196¢

MEMORANDUM FOR: Chief, Records Management Staff
SUBJECT: 25X1 Revision of DDP/FIl  |Records Control Schedule
REFERENCE : Memo - DDP/RMS-69/147 dated 20 August 1969

1., Reference memorandum advised F’I:l that the Cable 25X1
Chrono File maintaeined by the Cable Secretarist has been approved

as & permanent record and that consequentlyl_ |do not 25X1
have to be maintained permanently. .

2. 1In accordance with the recommendation made in reference
memorandum we submit the following revision of Item No. 7 of the
25X1DDP/FI|:|Records Control Schedule No. 70.050202:

Item 7

Following documents pertinent to Fﬂ%esponsibﬂity 25X1
for monitoring and controlling current intelligence briefs

for the DDP will be kept permesnently: Reaponsi-

- BIIdTy given td______|DDP; list of station addressees
for each area brief; guidance, instructions, and surveys
regarding the briefs; Log containing date and identifying
number of all|

Disposition Instructions

All records pertaining to the conduct of this activity
- should be retained permanently.

25X{

c/F1

FI

Exeio
Approved For Release 2005/1§I 1_: CIA-RDP78-00487A000400160001-2
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SULIECT: (Optional)
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;; : ,
. PO EXTENSION | NO.
i X
i 25X1 C/FI DATE
3 - 5 Qct. 1966 :
4 TO: {Officer dosignotion, rcom numbaer, and DATYE 1
& building) OFFICER'S COMMENTS (Numbar each comment te show frow wiow o
;‘ CEVED | FORWARDED INITIALS to whom. Orow o line across column after each corr o :
RECELV! i H
(: ) 25X :
1. P /’ Attached is a revised Records ’
e 7 .
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25}(1 X1 ¢/F1] v 70.050202, 5 Oct. 1966 for :
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;o _ ‘ ' 5 0CT 196¢

25x1 Revision of Previous FIl |Records Control Schedule No. 70.050202

A. All of the records (Form 470 and CS-report) concerning CS-reports not spproved for release (rejects) in the Job Numbers listed below
can be destroyed. i

59-160, 6 Nov. 1959
60-627, 18 Mar. 1960
' 61-97, 11 Aug. 1960
Q 61-593, 3 Mar. 1961 .
61-953, 14 June 1961
62-368, 5 Oct. 1961
62-922, 28 Feb. 1962
63-232, 14 Wov. 1962
63-593, 2 Apr. 1963
63-724%, 19 June 1963

B. The records covered by the following Job Numbers should be retained permanently.

' 60-662, 30 Mar. 1960 65-294, 13 Nov. 196k
62-436, 5 Oct. 1961 66-T1, 23 July 1965
62-637, T Dec. 1961 66-508, 8 Feb. 1966
62-883, 16 Feb. 1962 - 67-97, 18 July 1966
63-454, 21 Feb. 1963 61-932, 6 June 1961
64-455, 3 Feb. 196k 61-262/50, 1 Dec. 1960
6L4-456, 3 Peb. 1964 CIA-AD-155, 27 Aug. 1958

. 25X1¢. FI:| will undertake to accomplish A. above if the boxes are returned to Headquarters, Langley. When work is finished, the boxes will
25X be returned tol |can destroy Job Number 65-295, 13 Nov. 1964, in 1967 and 67-98, 18 July 1966, in 1969.

- Approved For Reléase 200554472R £d1A-RDP78-00487A000400160001-2
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SEERET
25X1

Revised Records Control Schedule for FI! |

All of the records under the following Job Numbers should be retained permanently.

Job No. 62-503,

62-511,

@ 62-833,
62-865,

62-906,

64-306,

64-355,

64-709,

65-1k5,

66-205,

24 Oct. 1961
25 Oct. 1961
2 Feb. 1962
15 Feb. 1962
27 Feb. 1962
31 July 1963
6 Jan. 1964
12 May 1964
21 Jan. 1965

27 sept. 1965

e Cong
AN Approved For Release 20051“172*?‘:" IA-RDP78-00487A000400160001-2
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’( t LONCURRENCE
~"OFFICE, DIVISION, BRANCH SIGNA
c5/F1) Preice of Chiefrine < OATE
5 27 larch 1959
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

1. [Branch Chief File .
Consists of memorends, reparts, reporting guides, 2.3 Pexmanent. Destruction not suthorized.

draft zoswiations, divisionel correspondence, and Retain three years, sereen fer possible
releted subjecits. These records are accumilated destruction of termorary items, cut off
. for planning end aduninistretive purposes in &t end of esch calendar year; destroy
carrying out the functions of the Branch. Filed one yeer thereafter.

by subjest.
(1947 to date)

2. | Working Fepers »
Current docunents which require study or replies,| 1.3 Texmoorery. Destroy when no longer needed.
Agency Bublicmiions Board file, draft sgency Review each year for destruction of
regidlations or Reports Control memorends, . wmecessary itens,

probless and questions re reporting, examples

of good and bad reports, changes in intelligenece
reporting, and relsted subjects. Filed by

subject.
(1947 to date)

Approved For Release 2005/11/21 - CIA-RDP78-00487 4000400160001 2
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CONCURRENCE

OFFICE. DIVISION, BRANCH SIGNA
2511

o5 es/El] | 52 ,

25X1 | Chief, FIJ | 25X127 March 1959
ITEM FILES I1DENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

28X1} |[_Renorts

25X1

a. Approved for e ‘ 25,0 a. Permanent., Destruction not v
. 25X1 Files contmnm (maf;t.er hard copy), * authorized. Fomm L70 and ozalid
sterilized ozalid copy and “omm 470, Filed copy. Hetain & months and retire.

25X 1 mmerically by| |report number, Cut off at end of each calendar
(1957 to date) L-month period and retire L months
thereafter.
be Temporary. Dmtu' hard copy. 2%

Retain ) months and destroy. Cut
off at end of each calendar L-month
period and destroy L months there-

after, y
be EBejected for passage. 3 2., Permanmt. Destruction not 2
: Files contain [ Ireport (master hard copy), authorized. Form 470, retain 4
2pX1 sterilized ozalid copy and Fom 470, Filed gmonths and retire, Cut off at end
A mmerically by | of each calendar lL-month period;
. 29X1 (1357 to date) retire ! months thereafter.

€

b, Temporary. Ehaster hard copy and 2
ozalid copy. Retain L months and
destroy. Cut off at end of each L
month period; destroy li months

- thereafter,
25 X1? Fepor ts
) Temporary. Retain one week and destroy,
25X1 cut off at end of each calendar week;
. (Current) destroy one week thereafter,
A.P,Pl:nunrl EorRgalaase 2005/114/21 - ClARDP78. nn4 ZA.000400460004-2
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) ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

'O, 3 |CO Reports Approved For Release 2005/11/21 : CIAJRDP78-00487A000400160001-2

' Approved for passage, but still in process = 8 Temporary. After processing w1l be
headings need to be prepared and/or require incorporated into other file series.
reproduction by ozalid process. Filed by
date,

(Current)
L |Requirements Folders
Beguirencnts for information requested of 1.5 | Temporary. Destroy when superseded or
25X1 : v requirement has been satisfied,
' {1555 to date)

5 |Correspondence and Statistical Files

1.2 Permanent, Destruction not authorized,
25)@ Retain three ysars and retire, cut off
- at end of each calendar year; transfer
to Records Center one year thereafter,

(1957 to date)
6 |Cover Sheets
' Preprinted, Used for forwarding requests 1.5 Temporary. Used in daily production,
to arca divisions., Filed by area division stock replaced as used,
and deske
{current)
5,7 | Permanent, Destruction not authorized.
Retain three years and retire, cut off
' at end of each calendar year; transfer
25X1|. to Records Center ome year thereafter.
- (1955 to date)

A C LTV Y. VY. VPY.V.V .V o
k TARUOUSTUTTOUOUTZ

FORM NO. ‘39a USE PREVIOUS
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SCHEDULE NO.

RERQBAS, S9NBORAHED YoB5/11/21 : Cia-RDP78L004b7A000400460008 -2 20

S 1
OFFICE. DIVISION, BRANCH s 1G]
25X1 GS/FIJ | TITLE
25%1 ! 25X 1 27 March 1959
TTEM FILES IDENTIFICATION VOLUME
NO. (TITLB, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

1. | Qlearance Chrono Flles
Files coataining record of clearances, regquested 1.2 Terporsry. Retain two years and destroy,

by memo £for use of €S infoarmetion in finighed cut off at end of each calendar year;
intelligeace. Filed by requesting office or by destroy each year thereafter.
non-CIA agency who requested clearance, by date

@ (1955 to date)

Clegrance Card Files
Card £ile containing clearance requests received 1 Tenporary. Retain two years and destroy,

by telephone Par use of €S information in cut off st end of each calendar year;
£inished intelligence. Filed by C5 muber. destroy each year theresfier.
(1956 to date)

Approved Far Release 2005/11/21 - CIA-RIDP72-00487 A000400160001.2

FORM NO. |39 UsSE PREVIOUS ) an
1t JAN s6 EDITIONS,




: ‘ SCHEDULE NO.
= 0 £DU Co T 70.05 0204
. REGORDS EUER! lRe%ggs% 5/11/21 : CIA-RDP78-00457AUOUA0UTE000T-Z— CoNCURRERCE
OFFICE, DIVISION, BRANCH S1GNATURE
25X1 CS,FIJ TITL%5X
25X | 25K1 27 March 1959
INT(;E.M (TITLE, DESCRIPT’;L;II;,ESAR;Q%':?E:;IJTG,AEIIV%NINCLUSIVE DATES) (c\{;gkchMpgr. ) DISPOSITION INSTRUCTIONS
1. CS Reports
miswed.CSrepcrtsmmim,otchh & | Temporary. Destroy when appropriate
certain are held for special reviews, reviev has been completed.
critiques or studies wn divisional reporting.
Remainder of reports received are destroyed.
Filed by aree or type of review conducted.
{1958 to date
Alr\lr\rn\lnrl Eor Bolaasa 2005/114/24 :Er‘l 5 R ZA 0064604600042
FORM NO. '

1 JAN 56
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JITEM NO.I FILES IDENTIFICATION L - VOLUME I DISPOSITION INSTRUCTIONS

325;?‘ h | | Approved For Release 2005/11/21 iblAi-Rbb?S-oolas7Aooo4oo160001-2
Classifications thru SECRET. Filed by date kO | Tewporary. Retain three months and
received, destroy, cut off at end of each
(December 1953 to date) calendar three month period; destroy

by weeks thereafter.
5 |Cable Chrono

Filed hy date received, 1.0 Temporary. Retain one month and
(1 March 1959 to date) destroy, cub off at end of each
calendar week; destroy by weeks
thereafter.
' 6 |Receipts
25X1|  Used to pass non-CIA ot | Temporary. Retain six months and
customers, cus’ and date, destroy, cut off at end of each six
{June 1956 to date) month calendar period; destroy each

six months thersafter,
7 |Statistical Reports

These statictics comstitute a permanent

record on significant quantitative aspects

of G5 intellizence reporting and dise

geminstion, supply & portion of the

report to the DCI, and completed figures

for cach area division will be transmitted to

. the Chief Reports Officer of the Division for
his use in analyzing station productivity,

area coverage, percentage of dissemination,ebc, -

Filed by date,
| @  Honthly Reports 3.5 | Permanet. Destruction not authorized,
: (1947 thre 1957) Retain five years and retire, cut off at
end of each calendar yearj; iransfer to
. Records Center 5 years thereafter,
by Momthly Reperts <3 | Temporary. HRetsin three years and

(1957 to date) destroy, cut off at end of three year
] calendar period; destroy each year
;

Approved-For-Refease2005/+124-CHA-RBP78-06487A000400460004-2
1 JAN 56 EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (an
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FIiLES IDENT{FICATION [Saleh

. 'VOLUME | DISPOSITION INSTRUCT IONS

ce Tearly Ceportépproved For Release 2005/11/21 “CIA
(1947 thra 1957)

Agency Regulations

Fﬂﬁ W number,
{1952 to date)

Reports Control Hemoranda

“femoranda issued to DD/? Beports Officers
reparding preparation, disszuination or use
of CS information reports, IMiled by issusnce

number,
: (1947 to date)

BSook Dispatches

Dispatched to field concerning information
reports or reporting techniques, extra copies
Piled Ly mumber,

(1957 to date)

Iogs

zs for issuance of ali[ |
ormation report nusbers.
oz contains issued mmber, field report
mmber and office issuing report, Filed in
mmerical order,

(2947 to date)

for inecminz intelligence cables
Iogged by date,
: (1956 to date)

. @ _Coni

Cable
and

Top Sxcret logs. Lozged by Top Secret mmber
and date,
(1947 to date)

FORM NO.
1t JAN s¢

RRR7Z2. 0

ROP38.0045%T0804£08460Beakruction not suthorized,
Retain five years and retire, cut off at
end of each calendar year; iransfer to
Racords Center 5 years thereafter,

Tenporary. ake changes as issued,
destroy suparssded pages or issuances,

Pemanent, Destruction not authorized,
Retain ten years and retire, cut off at
end of sach calendar year; transfer to
Recorda Center 10 years thereafter, Extoa
copies of issuances, hold for one Jear
then reduce to minimum.

Tenpocary, Retain one year snd destroy,
cut off at end of sach calendar year;
destroy esch year therealter,

Permsnent. Destruction not authorized,
Netain at desk,

Temparary, Rutain te years and destroy,
cut off at snd of each calencar years
destroy each year thereafier,

Teznorary. Scresn fur destruction yeacly
in accordance with regulations,

20064424 ClLA

Aeprprreved-FerRet

427 A000A00460001.2

'393 USE PREVIOUS

EDITIONS,

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET




25X

: g[’g;fflﬂf"‘ SCHEDULE NO.
REAQRIGVENTBAREISHERWT05/11/21 : CIA-RBP74L804B7A000400160001.2 T0-05 0301
CONCURRENCE
OFFICE, DIVISION, BRANCH SI1GNATURE
FI Staft 25XJ
T DATE -
Lﬁ 25X1 1 April 1959
‘Jgt‘ﬂ (TITLE, DESCRIPTF;:)IA;,ESAR:E%';EEIJI(;,AU\;NINCLUSIVE DATES) (c\{rglngpgr. ) DISPOSITION INSTRUCTIONS
1 | Branch Chief files
25X1 5 Permanent. Retire when nc longer active.
0
\
2 | |back-1;p raterial 5 Pemporaxy. Destroy - V"S\V\w '
3 | IFC & Requirements Hanunls 5 Pemporary. Destroy when superseded or obsoletg
used for reference or no longer needed for reference.
3 I | .1 |Temporary. Destroy when superseded or obsolety
or no longer needed for reference.
5 | Monthly reports @ <1 Temporary. Retain current cilendar year and
used for refer destroy. Originals retained in Div. office.
6 | Subject Coxresp. files 4 Permanent & Temporary. Inventory & screens
1952 - Date) nmaterial for rossible destruction, retirement
or retention.
7 | T. 8. Logs 1 Temporery. Screen for destruction in
{1952 < Date) accordance with S. 0. P.
37A000400160001-2

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.
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SCHEDULE NO.

70.05 0302

'II\ nnnann-l 200042
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CONCURRENCE

OFFICE,

DIVISION., BRANCH

|FISta:rt

SIGNAT

DATE

2y G20l §F

va
TIT

SX1

\

FILES IDENTIFICATION

- LTITLE SIVE DATES

VOLUME

lccusrc FT.)

DISPOSITION INSTRUCTIONS

Requirements File
Consist of active requirements carrespondence
and responses.

Requirements Cantrol Card file (FearwS571)
same as Mil. Sec. Iten # 7

Correspondence chrono file
used for reference

Subject files
Correspondence on activities of Section

Reference file -~
IPC & general reference material

Approved For Release 2005/11/21

 CIA-R

2

o1

Temporary. Destroy when superseded.

Yemporary. Destroy 6 months after canceliation

Permenent. Transfer cards on canceled
qirements to inactive file (Itezn #5

itical Section) ’ :
ni ! sf-imee i 86 M
22 /"’l J I‘

EMPOTETY «
nt. Review periodically for
poesible retirement.

Pemporary. Destroy when superseded or no
longer needed.

|
i
7A000400160001-2.

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDTTIONS.




v ,'c"’q @F:@@’: SCHEDULE NO.

REGBRSH R PR SRAEWSB05111721 : Cia-RBP7H BudsrA000400 16000125 oo

& = CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATURE
25X1
25X 1 |F'I s bait ‘ TITL DATE
25K1
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

"1 |Section Chiefs files L eguiradl o earrand-
1 a. IPC Minutes Eerma.n W av% 5~

ent - 2 e oltd 726/ 41)
1 b. other Comittee Minutes ermanent et oo aborss (/uA
1 c. reference & working papers emperary. Destroy when superseded or no

longer needed -
1’ 2| 2 Temparary. Destroy reports after screening.
Reports screened for date required in proj. Destroy work sheets after project review.
; sheets retained until proj. review
1 3 2  [Temporary. Reports destroyed 6 momths after
CS Reports screened for data needed in reviews review.
1 of projects of concem| |
L4 |Coliection guides : 8 (Pemporary. Destroy when superseded, rescended
Guides issued by FI, GSI, ORR, OCI, State, e no longer needed.
Defense, etc. of value to CS. Used as reference
(1951 - Date)
5 |Guided missiles files 2 :
5 .a. CS Reports on guided missiles Temporary. Hold 3 months end destroy.
reference for reports to C-FI1

5 t. Guided missiles requirements file Pemporary. Hold 1 year & destroy.

: Working file of requirements s adl %
. ) 5 ¢. Copies of minutes of g. m. working group Pemmt%f%w%m ;‘—:—;
) o7

7

and task force

5 d. Reports on g. m. to CFI Permanent Barme onaboves
6 . |Requirements file 6
] Cousists of Customer requirements & Corresp. Temporary. Destroy 6 months after cancella-
indiceting action taken used as reference. tion.

)

Arrenged by 1) custamer (2) mumerical (Reg. .
5 . Transfer cards on cancelled
v requirements to Inactive file (item #5

7 |Requirements Control Card file (Form 571)
Summary of action taken or active requirements
Approved For Release 2005/44/24 ;- CIA-RI 178-00487A000400460004-2

FORM NO. 139 USE PREVIOUS . . (a1)
1 JAN Sé6 EDITIONS.




. JLIEM No, FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
> Approved For Release 2005/11/21 : CIA-@EL@TFWAOOMOMBOOM-Z

é} 3 incl. listing of production by report mumbers. CeJiad ipon, Sect.)
Used as reference arranged by 1) customer
2) numerical
8 Regu:lremnts Subject Card File .5 |Temporsry. Destroy when requirement is
Index to active requirements by subjects crossed cancelled.

to mumerical used as reference.
9 | IPC Corresp. file 2 |Permsnent fae O, 1 :f‘*ﬁma
IPC Correspondence. DCID's IFC policy, guidance (%MW 2y

end issusnces. Used as reference erranged (1)
geog. ereas and (2) Country

-

. 10 | Subject file 2 |Temporary. Retire or destrgy when no longer
Contains reference material on subjects of needed.

temporary interest such as top priority AP
requirements & Spanish repatriates.

r*'\r—:

|

Lo udln

. A . !lF!”!!I F!l’ R!IEESE 2905‘41‘24 N GIA n'H\nnnAnndnnnnd ]
FORM NO. REVIOUS
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"\m A SCHEDULE NO.
- REGIBRS SFERORC RGP BOBS/11/21 : CIA-RDP78.004§2A000400160004.270- 0 030k
— CONCURRENGE
- OFFICE. DIVISION, BRANCH SIGNATU
" 25X] | | stare 2o
TITLE] 7
25K1 D) Prees G
‘NTOEM (TITLE, DESCRIPT;-OII]\;.E ikk%?;;&;;l’;f.AE;VgNINCLUSIVE DATES) (C\lIngI_gMIET. ) DISPOSITION INSTRUCTIONS
1 Handbooks 2 Temporary. Destroy when superseded.
2 Collection of OCI Country studies used as :
reference mater sl by all Sections of Branch.
) 2 [Requirements file 6 Terporary. Destroy reports after 6 months.
. Consist of active requirements and correspondence Pestroy balence 6 months after cancellation. .
) end notes indicating action taken. Also reyorts
) desgeminated in respomse to regquirement. Used
as reference. Arranged by Serial mmber of
requirement.
3 ‘Requirmta Subject Card File ) 5 Temporary. Destroy when requirement is
Alphabetical index to active requirements by cancelled. -
subjects erossed to numerical used as reference.
4 Flequirmnta Control Card f£ile (Form 5T1) 5 as Mil. Sec. Item 7 pemttwpxisetsiEmwasn
Seme as Mil. Sec. Item # 7
5 [(Cancelled Requirements Card file (Farm 571) 1 ermanent. Retire after 5 years.
Summary of action taken on active requirements
which bave been cancelled. (Branch file)
. 6 [Briefing file 1  Temporary. Retire or destroy when superseded
Consists of notes used for briefings and examples pr no longer needed.
of extraordinary production and other reference
materisl.
- T Subject file 1  Permanent. Retire when no longer needed.
T Corresp. and reference material.
Approved For Release 2005/11/21 : CIA-RI 1487 A000400160001.2

FORM NO. USE PREVIOUS
1 JAN 56 139 EDITIONS. . (41)




Q;qij‘il SCHEDULE NO.
RE%ORD%V%%E‘%QIR&CHEDU bu@&,[:d 70.05 0305

R B pPpPr ease 5/11/21 : CIA-RDP78-004B7A000400T6000T-2Z  CoNCURRENCE
=~ "L OFFICE. DIVISION, BRANCH SIGNATURE
25X| [Px starr o 25X]1
25&1 | ] 1 April 1959
ITEM FILES IDENTIFICATION VOLUME —_—
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS ‘
1 Project file Ak Temporary. On notification from FI| 2%
Consist of memos of proj. reviews, evaluations, hat project is renewed remove and destroy
single group (customer) and field, pertinent all disseminations except current year. On
extracts of OCI publications and disseminations. notification of termination destroy dissemi-
‘ Used as reference for anmal project review, nations, and transfer essential papers to
3 +«Filed by 1) Project crypt 2) alphabetical and item 3.

with colored Tabs for producers not yeot projects.
(One year to current date)

2 4 Te: . Hold current r

25X RpOTAry yea
(One year to current date)

3 Yerminated Project file 1 ‘Pemporary. Destroy after checking material
Consist of coples of project review memos. Used ‘to insure completeness of item 4.
infrequently as reference.

(1951 - Date) '
4 Project Review Books l Permanent..
. Consist of copies of project review memos of
approved and terminated projects used as
reference for analysts making reviews. Arranged
by Project crypt.
. (1951 - Date)
{15 4 [Pemporary. Reports destroyed after 6 months.
25X1| valuations destroyed after one year.
I Arranged by CS number tied to Log.
25X1 6 |_ 2 Femporary., Same as item 5.
SEMS a8 IvEm D , SACR
Approved-Eor Releass-2005/4424-CHA REAZE U0487A000400460004-2

FORM NO. USE PREVIOUS
1 JAN s6 139 EDITIONS. (41)




FILES IDENTIFICATION

QyoLovE"

DISPOSITION INSTRUCTIONS

e

L

P5X1
25X1

10

25X1
25X1

12

25X1
25X1

N N B DRI R
Denied Areas £iléirproved For Release 2005/11/21 : CIA-F&DPZgﬂ)é

Consiet of CS disseminations issued on Denied
4reas, Used as reference for preparation of
special studies.

Ho Project file
Consist of disseminations that do not belong
in item 1, 2, 5, or 6. Used as reference for
project review. Arranged by place aeguired.

Dissemination Log
List rts disseminated :l
arranged by mumber of report.
oWS project name, field number, subjeet

country, and evaluations requested, if any,
Used as reference and key to report files.

Project & Sources eard file

Consist of 3x5 carde of sources and projects
identified by erypt. Arranged alphabetically
with appropriate cross references. Cerds
indicete oper. Div. and whether proje

active or terminated, also Section of

[ |which made last project review. Used
&8 reference,

(1954 - date)

Country Requirements file

Consist of active requirements, periodic require-

ments 1ists, finished NIE's, post mortems on
HIEs and pertinent cables used as reference,
Arranged alphsbetically by country and within
each country by economie, political, and
military sections.

(1954-Date)

Requirements Status file
- Consist of a) listings of requirements prepared
by field and comments transmitted every six
months to t
EEXFEXEFREER and (b

action on terminations, revisions, etec,

of

FORM NO. '393 USE PREVIOUS

1 JAN s6

10

6

2

Ll

1:2

090490180004:2 1 current year; then destroy.

+8 emporary.

Temporary. Hold one year or until used in
project review. Then destroy.

Temporary. Hold current year and then destroy

Temporary. Destroy terminated projects cards
one year after termination (see item # 1)

Temporary. Destroy inactive on receipt of
notice of cancellstion.

Temporary. Destroy as superceded.
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ITEM NO.|

,, FILES IDENTIFICATION

AL L s

D..SPOS.ITION INSTRUCT{ONS

14

25X1
15

16

17

18

19

Approved For Rel 2Q05/11/21 : CIA
Monthly List of Re%%irvemerrts cgggesfleg

Used as reference.

Cable Chrono file
Info copies of cables held by date for one mont!
for reference. Duplicates similar file in

Production ILists Log
(1954~ Date)

Project Outline Log.
(1954 - Date)

Lists of Projects approved renewed or amendede.
(1954 - Date)

Lists of Notification of termination of projects
(1954 - Date)

Special Studies file. TsX
Copies of studies prepared for IjR, C/FI, DD/P,
DCI etc. used for reference.

25X1

a3

.1

o1

.1

~~—
e
CTaneT

FORM NO. 139a 't PREVIOUS

1 JAN s6

Approved-For-Release-2006MH24--Chir

EDITIONS.

E.\\f%g!-% ' —
. 5604)?%7&%%%\%@0%1.& two years and destroy.

Te ary. Discontinue file and destroy.
US:Elcable chrono  25X1

Temporary. Hold one year and destroy.

Temporary. Hold one year and destroy.
Temporary. Hold one year and destroy.
Temporary. Hold one year and destroy.

Retain 5 years and destroy
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2

RECORDS DISPOSITION AUTHORITY

In accordance with Federal Statutes and
Records Disposition Authorizations granted by
the U.S. Congress the attached Records Control

Schedule #70,08 for the Office of the DDP,
FI Staff, is 25X1
approved ion

instructions contained therein is authorized.

Preparation: Review:

1

@

(Records Custodian)

CONCURRENCE: APPROVED: A
i

29 2@u¢7l

LﬁUIilce) Records Management Officer

25X1

(Directorate) Récords Management Officer

Agency) Records Adminj%tration Officer

Date //747/ 72

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400160001-2




. SCHEDULE NO.
T QU= 0,08/72
. < REGBAD 6o Ced FROLREUHENLD05/11/21 :cw%ﬁg@s@o 6700040010005 5°8/
AITUWES
: CONCURRENCE
“f OFFICE, DIVISION, BRANCH SIGNATURE|
| 25X}
- DDP FI:' TITLE T oRTE
‘25X1 / 25 ﬂlﬂ FO June 72 |
I TEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS
KRt oy
2§X1 MANAGEME FILES
1. |NSCID-DCID Files
25X1
Contain correspondence concerning the development 1 pPermanent.[ | Retain until no
of these directives. Filed by directive number. longer needed and then retire to Records
(1951 to present) Center.
2. |Interagency Files
Contain correspondence between CIA and the military 8" Permanent. . Retain until no
intelligence services of the Armed Services. This longer needed and then retire to Records
file is considered to be the Agency record copy on Center.
the subject. Filed by Service. (1951 to present)
(Army, Air E se I ligence
25X1 |Agency, and
D5X 1L
3. |Coordination Files )
. Contain correspondence which pertains to and is 11! Temporary. Screen periodically and
used to guide and monitor the Agency overseas destroy that which is no longer of value
coordination and review of the collection activities Retain in current file area until no
|of the Armed Services. The direct responsibility longer required for frequent reference
for this function is in the Area Division and any and retire to Records Center. Hold in
record copies of such material are maintained Records Center for 5 years. Return to
there. Filed alphabetically by country. (1955 to Headquarters for review.
present) Country files.
Q»
Approved For Release 2005/11/21 ; CIA-R B7A000400160001-2

FORM NO. |39 USE PREVIOUS
1 JAN 56 EDITIONS.




ITEM NO.| FILES IDENTIFICATION NN
. Approved For Relea
I cont.
oy, Managerial Files
’
Contain copies of materials used in managing the
¢ substantive functions of the Interagency Source
Register. Filed by Subject. (ISR/Army, ISR/Navy,
ISR/Air Force, ISR/S&DR, ISR/Policy, Burn Notice
Regulations and related material.)
II CHRONOLOGICAL FILES
5. Cables
Contain copies of cables received by the Group and
held for ease and convenience of reference. Filed
by in/out number and date.
6. | Memoranda
Intra-Agency Correspondence
Contain copies of all outgoing correspondence.
Maintained for convenience of reference. Filed
by date
Inter-Agency Correspondence.
Contain copies of all outgoing correspondence.
Maintained for-convenience of reference. Filed
by date.
7. Ihteragency Source Register Correspondence
“(Form 1797)
Contain copies of all registrations of sources with
“the ISR. Filed by ISRM number and date. (From
1960 to present)
Apprn\l d
FORM NO.

1 JAN 56

‘393 USE PREVIOUS

EDITIONS.

L UME

1"

6"

11°

25X1

Permanent. See I. 1.

Retain in current file area until
no longer needed and then retire

to Records Center..

Temporary. Cut off at end of each
month; destroy 2 months thereafter.

Temporary. Cut off at end of each
year. Retain in current file area
2 years thereafter. Retire to
Records Center. Hold in Records
Center for 3 years. Notify Head-
quarters at the end of the retentim
period; return for review.

Temporary. Frequent reference is
made to these files. Thus they will
be retained at Headquarters for
reference purposes. Then retire to
Records Center for 60 years.

A000400160001-2

E?j | DisPosiTION INSTRUCTIONS Page 2
600071-2
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TEM NO 22X -
! LTEM NO. FILES IDENTIFICATION QPR VOLUME FiJ DISPOSITION INSTRUCTIONS Page 3
¢ *ITT | DOCUMENT CONTROL @Egﬁqug‘&g‘)Release 2005/1%/21::.CIAJRDP78-00487 A000400160001-2 .
, 8. | Cables 3" Temporary. Destroy after 6 months.
L 9. Dispatches and Memoranda 5" Temporary. Destroy after 1 year.
10. Top Secret Control Cards 8" Disposition in compliance with
existing DDP/TS procedures.
11. Abstract File Slips
ISR incoming log (3x5 flimsys) filed by Military 9! 1, Permanent. (Cannot quote authority).
Service number. Destruction not authorized. Retainel
. in current file area.
v INDICES
12. ISR Index Cards
Unit collection of cards on personalities 27>' L Permanent. (Cannot quote authority).
registered with ISR. Filed alphabetically. Destroy cards only when amended and
superceded by corrected card.
v OPERATIONAL FILES X
13.| Official 201 Files 65" Permanent. Returned to  29X1
RID/Files when "dropped" in FIl:l 25X%1
14, International Conference Files
On site exploitation of International Scientific 6" Temporary. Destroyed after 1 year.
‘ and Technical Conferences. Filed by Conference.
15.| official Subject Files
o nsist of correspondence, forms and other data 5' Temporary. Retire inactive portions
1 - and U.S. to Records Center via RI 25X1
Military Services for which there 1s a DDP ’ periodically. Hold at Recor enter
coordination responsibility. Filed numerically for 10 years. Return for review prior
(200-120-353) : to destruction.
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1 numerically. I:]files)
17. |Nonofficial Subject Files
Consist of correspondence, forms and other data 1 Temporary. Material retained for 3
_ ) on activities of operational interest which do years and reviewed for possible retire-
' not have or merit official dossiers but for which ment to Records Center. Then returned
there may be some form of Agency coordination to Headquarters every 2 years to deter-
responsibility. mine retention or destruction.
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